


THE WORLD'S 


FASTEST | 
ELECTRIC 


WITH THE WORLD'S 
FINEST FEATURES 


Wei GasHen, 
, Smith-Corona . 


DTN 








SMITH-CORONA ELECTRIC 


r Mor 


ge nA pme 
Mad Ave New ¥ 








Victor’s new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


: 
as 


Flick Up to Multiply Center to Add, Subtract = 


VICTOR ‘is; CALCULATO R 


Imagine! Multiply, divide, add or subtract 

with the new Victor Calculator—all automat- 

ically! Just flick the Simpla- Key —enter fig- 

ures as you’d write them—and the machine 

does the rest. Unbelievable ! 

A printed tape, with a true symbol, identifies Victor Adding Machine Co., Dept. 

figures entered and operation performed. See Chicago 18, Illinois 

the unique Victor Calculator today. Con- Send me complete new brochure on Victor 

venient terms. See “V’’ for Victor in the Automatic Calculator. 

adding machine section of the Yellow Pages. Name- as a ee 
VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. es 

Victor-McCaskey, Ltd., Galt, Ontario eileen: 


Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electrome Equipment, Electri-Cars —- Zone___State 
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Everything is in the drawers 





letter trays, phone, wastebasket, etc. 


How to get a new outlook on work 


This ingenious desk eliminates top 


and drawer hodgepodge 


It’s remarkable how a clear desk top and orderly 
desk drawer interiors can give office people a fres} 
new outlook on work. That's exactly what a Shaw- 
Walker “‘Clutter-Proof’’ Desk does 

The rewards are great better work, faster, easier 
—and working space on desk top is nearly doubled 

How’s it done? Fully 75% of the things that drift 
around on tops of other desks have a specific place 


) SHAW-WALKER 





inside this “Clutter- Proof’’ desk 
There are off-the-desk trays for 

incoming, outgoing and pending 

letters. Off-the-desk space for 

work-organizers, work-separators, 

deferred projects, tickler, binders, 

books, pads, forms, card lists. And 


imagine this 
ther 


s even an in-drawer wastebasket and pro- 
vision for in-drawer phone 

This Shaw-Walker “Clutter-Proof’’ Desk has an 
unparalleled record for work efficiency and space 
economy in offices of every size. See it at our local 
dealer or branch store or write for ‘‘Facts Folder” 
Shaw-Walker, Muskegon 14 , Michigan. 


Largest Exclusive Makers of Office Equipment 
Muskegon I4, Mich. Representatives Everywhere 
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MODEL 239-5 
Eight models for every type 
and size of organization 


DAV-A-MATIC THE FIRST REALLY SIMPLE OFFSET DUPLICATOR 
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Only THE DAV-A-MATIC CAN RUN ALL DAY 
WITHOUT STOPPING TO CHANGE MASTERS 


“MATIC. 


nmaaiialadainaitedineent $e OFFSET 
,e** DUPLICATOR 


with the exclusive... 
AUTOMATIC PLATE CHANGER 


truly all-purpose . . . DAVIDSON CORPORATION, 
pioneer of the world-famous Dual- 
* GENERAL DUPLICATING Lith Offset Machines, proudly 
* SHORT-RUN DUPLICATING announces the new DAV-A-MATIC 
with the revolutionary Automatic 
* SYSTEMS DUPLICATING Plate Changer (APC)! This amazing 
feature allows the operator to attach 
and eject plates while the machine is 
running — at the flip of a lever — in a matter of seconds! 

The DAV-A-MATIC also introduces an entirely new concept of 
AUTOMATION in duplicating. It incorporates the revolutionary Universal 
Systems Feed which combines automatic and hand feeding and provides 
the most advanced method ever designed for duplicating modern business 
forms, records, communications and reports. Another feature is the Auto- 
matic Blanket Cleaner—just press the control without stopping the machine, 
without messy cloths! Only the DAV-A-MATIC offers the Master-Minder 
Plate Clamp, in which plates can be manually attached and positioned 
instantly without locks, adjustments or gadgets of any kind! if 


if per 
nee 
i Fr 
‘y 














Send for 
SEE THESE NEW, EXCLUSIVE FEATURES! ; _.. NEW BROCHURE 


Automatic Plate Changer 

Universal Systems Feed DAVIDSON CORPORATION 

Automatic Blanket Cleaner 29 Ryerson Street, Brooklyn 5, N. Y. *Secees, 
Master-Minder Plate Clamp 0-3-8 


(> ("] Please send new DAV-A-MATIC brochure 
David 
7 DAVIDSON CORPORATION . ohne... —_ Sas 


A Subsidiary of Mergenthaler Linotype Company Firm 


29 RYERSON STREET, BROOKLYN 5, NEW YORK Street 
Distributors in all principal cities and Canada 


Cit Zone State 
Headings in ProType ® Text in Linotype * sai 
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An American Systems Engineer 
Looks at English Office Work 


PAUL B. MULLIGAN 


Mr. Mulligan, who is 
president of the man 
wement consulting 
firm of Paul B. Mulli 
gan & Co., New York, 
has been actively en 
gaged in this field for 
the past 27 years, H 
as chief industrial 
ngineer of Montgom 
Ward & Co., a1 
r of Glenn L 

o., until he joined 
“d states Steel 

in the vice presi 

His consulting firt 
known fo t picneeril ictivities in ofnece 


dent-controller’s 
s best 


work measurement 


which, it 
allowed to 
naturally, but appears to have 
into confusion by _ political 
theorists. Direct comparisons with 
North America are not always applica- 
British 
and other European people have spent 


evolution seems, 


NGLAND is in the midst of a vast 
B cca 

develop 
been 


has not been 


hastened 


ble. American descendents of 
the last several hundred years molding 
a new land to man’s use, and we have 
sought to retain only the best of our 
ancient cultures. In Europe, the time 
is still within the memory of living men 
citizens of the country 


when same 


could not converse because of ex- 
tremes in their dialects. Tradition can 
be both a blessing and a burden. 

At a time when England possessed 
great wealth and power, it would seem 
that the material benefits of the Indus- 
trial Revolution filtered slowly to the 
producers who had moved the scene of 
their labors from thatched cottages to 
the gloomy their time. 
Suddenly, these people were caught in 
the international 


factories of 


catastrophes of de- 


pression and subsequent war. A fertile 


field was prepared and sown for social- 
the English, 
Tacitus in 61 


who were 
A.D. as 


obedience, but not to 


ism among 
described by 
“broken to 
slavery.” 
The victory of 1945 came to a people 
weary of war and disillusioned with the 
past. The Labor 
Party was the result, but its majority in 
the House of 
achieved by a majority vote. Neverthe- 


ascendency of the 


Commons was not 
less, the period of austerity and socialist 


nationalization followed, and it was 
accepted with typical British resignation 
as a natural state of affairs. It 


and fortunate that the working masses 


is true 


in general achieved a better economic 


position than they had ever been 


accorded, but it is equally true and 
unfortunate that appeals for increased 
productivity were met with general in- 
Full employment 
have coupled 


tically with a reasonable expectation of 


difference. never 


seemed to been prac- 
full productivity. England is a nation 
which must import to survive, and this 
requires successful competition in the 
export market. One-third of the cost of 
food and raw materials from overseas 
was met by England’s foreign income 
in the 20th century, this 
declined to less than 4% through the 


of war and political experi- 


early and 
ravages 
mentation. 

It might be thought that the more 
Con- 
this 


return to power of the 
servative Party 


trend, but it is 


recent 


would reverse 


obvious in practical 
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Advanced office 

equipment is dis- 
played annually at 
the British Effi- 
ciency Exhibition 
but mechanization 
cannot control of- 
fice costs without a 
proper systems 
analysis before the 
machines are intro- 
duced. 


politics that this is neither reasonable 
nor totally desirable. It is essential that 
economic advances of the population 
stem from. the sphere of 
human relations, rather than from the 
political, and it is the function of sound 


economic 


management to strive toward that end. 
However, leadership cannot be main- 
tained effectively in a_ vast social 
levelling that destroys the incentives of 
those who possess the qualifications. 
This places total dependence on a “will 
to power,” a dangerous thing without 
qualifying virtues. 

The plight of the British office em- 


ployee should be considered in the light 


of the preceding background. The 
primary consideration is that there is no 
export market for paperwork. There 
has been a phenomenal increase in the 
number of clerical workers. 
1951 
England 
10.6% 


Based on 
workers in 
represent 


clerical 
Wales 
of all workers. 


census data, 


and now 
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Man 
Goodman 


In his interesting book, and 


Automation’, L. Landon 
makes the observation: 


“There has 


following 
been, 
remarkable 
number of clerical workers. 


over the last few 
increase in the 

The 1951 
census indicated that over 2'%4 million 


decades, a 


clerks were engaged on repetitive rou- 
tine work. In England and Wales, be- 
1931 1951, the number ot 
production workers rose by about 3, 


tween and 
whereas the number of people engaged 


in clerical and administrative work 
rose during this period by 60%.” 

Of course, an upward clerical trend 
is also typical in the United States. In 
can this 


undesirable, if 


no instance trend be con- 


sidered there is an in- 
crease on the part of the entire popula- 
tion in the salable 
and services. This is the point at issue, 
since it work 


creation of goods 


involves a transfer of 
1M WN 


and Automat vy | Landon 
(Penguin Books Ltd.) 
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The reader is urged to recognize the 
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transient visitor to avoid superficiality, 


even when his observations are 


with 
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that were witnessed; he reviewed recent 
books and current periodicals to secure 
British views; and he discussed the topic 


with qualified observers at every oppor- 


tunity. 
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perience. Further, although generaliza- 


tions are notorious for inaccuracy, 


specific examples are subject to 


challenge as exceptions. The character- 
istic and the 


resignation prevalent 


national unfortunately 


apparent. 


apathy were 
[he scientific analysis of office sys- 
tems and procedures can be advanced 
considerably, as evidenced in_ the 
example (pages 10, 11) of the process- 
ing of a passenger at the London Air- 
port. Although the 
annual British 


sponsors of the 
Efficiency Exhibition 
that 
such steps cannot contro] costs without 


a Management engineer realizes 
a proper study of the entire situation 


into which they are introduced. There 
is scant technical press reference to the 
scientific study of paperwork as such. 
The few attempts at measurement of 
clerical productivity seem to involve the 
use of ratios and general performance 
yardsticks, 


accuracies rejected by a large segment 


which introduces the _ in- 
of American industry. In both London 


and on the Continent, commonly 


accepted American standard time data, 
such as that developed by the Work 
Paul B 


Measurement Laboratory of 





ON THE JOB 


... for you 


urge modernization and mechanization, 


Mulligan & Co., would con- 


siderable inflation for application out- 


require 


side of the United States. This manage- 


ment willingness to accept sub-stand- 


ard productivity was contested by the 
writer, since human capacity to per- 
form work at a reasonable pace should 
not vary because of local conditions, 
and since (if this latter view should not 
be valid) the purpose of a work stand- 
ard is to establish any degree of varia- 
tion. The principle of three feet con- 


stituting a linear yard does not vary 


throughout the world 

Bookkeeping in major British hotels 
and other establishments is done manu- 
ally. At no time was there evidence of 
a mechanically prepared statement. 
(There was no discreet opportunity to 
determine whether this practice was 
akin to the politely confusing custom 
of billing professional services in the 
unit of one 


non-existent monetary 


guinea, or 21 shillings.) 
forms reflect no 


Printed generally 


consideration of basic principles of 
Typewriter 


ignored, and the convenience of manual 


forms design. spacing 1s 


entries is generally overlooked. (This 


comment is also applicable on the 
Continent, and it is amusing among 


peoples dedicated to the accumulation 


of unused facts.) 


Electronic data processing, or auto- 


mation, requires separate discussion in 
this article, since the misinformed con- 
makes 


cern of the “man-in-the-street” 


it a socio-economic consideration, 


instead of a means of accomplishing 
necessary work to the benefit of all. 
Probably the familiar 


most experl- 


ence common to all American execu- 


tives is the processing of a passenger al 
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NOW—INSTANT COPIES 
FROM BIGGER ORIGINALS 


twice as fast 
as other 





photocopiers 
the new 


CORMAC 
CORONET 





A takes copy up to 18 wide by any length 





The Cormac Coronet is the only high-speed 
photocopier with 1834 inch throat—full news- 
paper width plus 334” to spare for easier han- 


dling. And on length... no limit whatsoever. 
Takes smaller sizes, too—up to 2500 standard 
844"" x 11” originals in one eight-hour day 
With Cormac’s micro-dial control, anyone can 
produce instant, quality copies with everything 
you can see on the original in sharp detail 

Built with the same precision and styling that 
have won acclaim. for other Cormac models 
everywhere. Carries the same lifetime guaranty. 


For a free demonstration in your office mail 
coupon today. No obligation, of course. 


CORMAC 


PHOTOCOPY CORPORATION 
80 Fifth Ave., New York 11, N.Y. ORegon 5-9310 


e Engineered for High-Speed Copying in 
Volume 


e@ Operates Under Any Light Conditions 


Other Models, Including the Nation- 
ally Famous Corvette, From $189. 


I eee | 


1 CORMAC PHOTOCOPY CORPORATION Dent. 7s 
1 80 Fifth Avenue, New York 11, N. Y. 
1 I would like to see the Cormac Coronet per- 
j form in my office on my own work. Please 
have the nearest Cormac dealer contact me 
! to arrange for a demonstration at my con- 
{| venience 
1 
| 
1 
1 


Name 


Address 


City State 


1 

! 

i 

I 

I 

| 

, ! 
Company 1 
! 

I 

— 


ee 
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an airport. The London Airport is the 
pride of the nation’s capital. Its con- 
struction was begun in 1946, utilizing 
six concrete runways inherited from the 
Royal Air Force. Its layout took the 
form of a vast six-pointed star with the 
terminal buildings in the precise center, 
“which better suited 
operationally and to the topography of 
the site.” The observant visitor is left 
with the that this choice 
created many “built-in” operating diffi- 
culties, and that the topography should 
have been made to conform to require- 


was considered 


impression 


ments even if it meant discarding the 
inheritance of military facilities. 

The flow chart (pages 10, 11) is the 
summarization of a study made to 
illustrate the casual procedure which 
must be followed by the busy traveler 
in England. It is certainly not suited to 
our use of the airways as virtual com- 
muters. The nature of 


most of the flights cannot be considered 


international 


the cause, since there is only ten 


minutes difference in the minimum tite 


requirements for departures. 

As an example, a 3:40 p.m. flight to 
Amsterdam 
would be met by a motor coach origi- 


(70 minutes by Viscount) 
nating from Waterloo in the heart of 
London at 2 p.m. after the 
had already presented and processed his 
Thus, 


passenger 


hageage. with some ground 
transportation at destination, it is clear 
that a doubling of the aircraft's ground 
speed could have no more than about 
a 20% reduction on the overall travel 
cycle time. Many 
remote airports, but 
approached by 


(It was 


major cities have 
they are not 
tortuous traffic routes 
that 


ancient Roman routes are easily identi- 


mentioned in’ England 
fiable on a British map because they are 
straight. ) 
the time-consuming and costly ritual of 


They are not burdened with 


London’s nationalized terminal. 

The writer’s introduction to the im- 
portant socio-economic views on auto- 
mation in England came abruptly from 


A session of the 
lith Congress on 
Scientific Manage- 
ment (CIOS) in 
Paris last summer. 
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a London cabbie when he asked him British publishers have brought forth 


to drive to the British Efficiency Exhi- a number of informative books on , 
bition. Previously, it had been thought automation’. All give very detailed 
that one of man’s objectives had been’ thought to the unemployment beliefs 
to transfer work to the machine ever that recently led Victor Feather, 
since the discovery of the wheel, but assistant secretary, Trade Union Con- 
this was contradicted with the concept gress, to urge real liaison between in- 
of a fixed amount of work equally dustrial management and computer | 


divisable among the populace—not manufacturers in the interests of circu- 
among electronic monsters. Obviously, lating information on new developments 
the cabbie’s ideas were the product of and their likely effect on labor. Dr. 
misinformation, although they are not Magnus Pyke and Paul Einzig disagree 
uncommon along the eastern shores of on wage policies in an age of automa- 
the Atlantic in general, where they evi- tion. The former believes that rising 





dently stem from full employment wages would make labor more costly 


policies. This was a featured discussion and, consequently, a more considerable 
topic at the 11th International Congress — factor in the justification of a computer 
on Scientific Management in Paris, and installation. Mr. Einzig contends that 
it will be the subject of a forthcoming 


nom , y f Automation by 


article by the writer, “Electronic Data Paul Einzig (Secker & Warburg); Automation 
> sate 99 Its Purpose and Future by Dr, Magnus Pyke 
Processing Abroad. (Hutchinson’s Scientific & Technical Publications). 
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ew business weapon in the 


Extra-wide magnetic tape is a key factor in enabling 
Honeywell’s DATAmatic 1000 to process business data at 
new record-breaking speeds. New recording techniques and 
the tape’s greater capacity team up to exploit the elec- 
tronic speeds of the central computer. 

This ingenious tape helps explain DATAmatie 1000’s 
ability to devour all sorts of business information at the 
rate of 900 fully punched cards a minute. 

Most important, it steps up the flow of this information 
to and from the central computer to a peak rate of 
120,000 digits per second, or a sustained speed of 60,000 
digits per second. 

Consistent with these speeds is DATAmatic 1000’s abil- 
ity to print insurance premium notices, inventory reports, 
bank statements, production schedules, mailing lists or 
what have you at the eye-blinking speed of 15 lines a 
second (up to 120 characters a line)! As many as 14,000 
typical paychecks, for example, can be printed in one hour. 

By now it should be clear there is something extra special 
about DATAmatic 1000’s new magnetic tape ... There is. 

It holds far more business information than conventional 
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war on paperwork 


tapes. First, because it’s wider. Second, because unique 
recording methods now utilize its surface more completely 
and efficiently. Data is organized for more rapid accessi- 
bility, and to save valuable time DATAmatic 1000 can 
even read the tape in both directions, coming or going! 

This new magnetic tape is but one of the many features 
of DATAmatic 1000 designed specifically for business use. 
That is why consideration of any business data processing 
program is incomplete without the facts on DATAmatic 
1000. 

Our applications engineers will be glad to discuss your 
requirements. Write for details to Walter W. Finke, 
President, DATAmatic Division, Dept. E3, Newton 
Highlands 61, Massachusetts. 


Honeywell 
DATAmatic 


ELECTRONIC DATA PROCESSING 
For More Information Circle No. 260 
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Dr. Lillian M. Gilbreth, scientific man- 
agement pioneer, at the CIOS Congress in 
Paris last year. 


an inflationary spiral would amplify 
the impact of automation by exaggerat- 
ing a normal decline in employment. 
He uses the 1956 experience of Stand- 
ard Motor Car Works to 
point. 


Summarizing, it is the 


prove his 


writer's 
opinion that inadequate consideration 
has been given to the philosophy of 
greater productivity resulting in greater 
demand for the goods produced. All 
British agree on the 
meeting the international trade compe- 
tition of the United States, Germany 
and Russia. Dr. Pyke states, “A super- 


ficial glance at British industry shows as 


writers need for 


a striking feature that the degree of 
mechanization used and the employ- 
ment of modern methods and a logical 
approach is remarkably patchy. On the 
one hand are highly up-to-date installa- 


tions employing the last word in 


scientific equipment and, side-by-side, 


1) 


there will be a plant in which no 
material change has occurred since the 
death of King George V in 1937.” 
Probably the best known example of 
electronic data processing in England 
is that of J. & Co.*, which 


developed its after six 


Lyons 
LEO 
Inventory 


years’ 
research. control in more 
than 150 
initial application. 
documented 
Crucible Co. 


calculations for 


London tea shops was the 
Another 
case is that of 
Ltd., involving payroll 
3000 employees. In 


general, electronic data processing in 


recently 
Morgan 


British offices is receiving a conserva- 
tive approach, with computers of the 
smaller types. 

A worthy economic future lies ahead 
for the English through the adaptation 
of the spirit that has defeated stubborn 
foes—the will and incentive to win as 
free men with human dignity. A major 
opportunity lies in Britain’s offices with 
fact that 
exported. 
have 


vast 


The 


the acceptance of the 
paperwork cannot be 


means of realization been tested 
in the techniques of workflow analysis, 
clerical work measurement, integrated 
data processing. and in automation 
where it is applicable. However, these 
concepts must be approached with the 
certain knowledge that opportunity and 
employment 
restricted productivity, not 


false belief in a limited supply of work 


with un- 
with the 


security rest 


to be divided equally among the masses. 
There are many curious parallels and 
contrasts in that other “island” democ- 
racy, Switzerland. 

In the meantime, the challenge to the 
office manager, and his colleagues in 
the Management group, 1s to overcome 
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the all too convenient belief, and 
excuse, that people do not wish to work 
and produce, with proper leadership. 
This is man’s only personal outlet in 
the economic sphere. In the writer's 
long career in management engineering, 
there has been continuous gratification 
in mankind’s desire to produce at a 
suitable task under competent guidance. 

In commemorating the Frederick W. 
Taylor centennial at the 11th Congress 
on Scientific Management, England’s 
famed management engineer, Lt. Col. 
Lyndall F. Urwick, stated that Taylor 
had no sympathy with the transfer of 
the industrial management function to 
either a labor union or a government. 
Taylor foresaw the development of the 
trained manager as a person separate 
from either owner or direct producer. 
The emergence of this group with 
proper incentive can lead England for- 
ward in international economics. The 
integrity of the English character tends 
to assure this outcome, but its achieve- 
ment is undermined by the procrastina- 
tion that leads to crises. Meanwhile, it 
would be well for those who observe to 


avoid complacency. 


Po < ‘> 
ere Pus 


“Why can’t you standardize on just one 
burnt spot for your cigarette?”’ 
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present a complete floor mainten- 
ance program custom tailored to 
your needs. No charge for his ser- 
vices, sO you can’t possibly lose. 








Write for our 
Free booklet, 
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Approach to 
Improved 
Systems 


NORMAN J. REAM, Director of 
Systems Planning, Lockheed 
Aircraft Corp., Burbank, Calif. 


[* REASED PRODUCTIVITY will 


more extensive use of 


come from 
automation and, just as important, more 
effective use of people. Today each 
worker is producing $6,150 worth of 
goods and services. This comes to $2,- 
350 per capita for our 165 million 
people, and amounts to an annual rate 
of $387 billion. 

If we compare the rate of increase 
from 4940 to 1955, measured by the 
same per capita standard, we have been 
increasing our production of goods and 
services an average of 2.8% per year 
during this 15-year period. This reflects 
in an increase in our standard of living. 
Measured in “1955 constant dollars” 
from 1940 to 1955, the output of goods 
and services rose from $4,350 to $6,150 


annually per worker — increasing an 


«<—For More Information Circle No, 194 
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Fully Automatic Interoffice Communication 
with your own DuKane dial telephone 
system can cut switchboard loads by 50% or 
more. Every call is quick, personal, and 
private. Economical systems can be installed 
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paging, alarm, or central sound systems. 





DuKane manufactures a complete line of 
communications products for industry, with 
a nationwide network of more than 300 
engineering distributors ready to help solve 
your individual problem. Your nearest 
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telephone system 


0 Have a DuKane communications consultant call at my 
office 


Name 


Company 
Address 


City & State 


For More Information Circle No. 204 


average of 2.4% per year. 

In my opinion, our goal must be to 
continue this pace of bettering our 
standard of living. Accepting this, then 
our production of goods and services 
in 1975, for a forecasted population of 
220 million, would be $4,150 per 
capita, as compared to $2,350 at present, 
or a national total of $895 billion. If our 
rate of increase per worker continues 
at 2.4% per year, by 1975 each worker 
will be producing $9,750 worth of goods 
and services. To reach our desired 
$895 billion national total would require 
92 million workers, and statisticians tell 
us we arent going to have them. If, 
perchance, we should enter an area of a 
shorter work week, we would need cor- 
respondingly more workers. Based on 
a 36-hour work week, we would need 
101 million workers. 

It is estimated we will have a produc- 
tive force of some 82 million people in 
1975 and they will have to match the 
output of 146 million working at 
present levels of hours and productivity. 
In other words, industry will “eliminate” 
some 64 million jobs in the next approx- 
imately 20 years. This means an 1m- 
provement factor of approximately 
44%. 

Could you, today, reduce your work 
force 44% and continue to operate? 
The answer is obviously, “No!” Of 
course, this reduction in work force will 
take place in all areas of industry: 
laborers, craftsmen, engineers, physi- 
cists, accountants, clerks, etc., and you 
will not be responsible for the improve- 
ment of all sectors. But the challenge 
is here today and we must meet it head 
on. 


In years past, management depended 
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speed 2-register 4-program fully speed accounting machine, type- 
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Olivetti accounting machines. 
Olivetti also offers five typewrit- 
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the only high-speed calculator 
that prints, the only 2-register 
printing calculator, the only 
manual typewriter with propor 
tional spacing. More than 
3,000,000 Olivetti typewriters 
and 700,000 Olivetti calculators 
have been sold. Olivetti Corpo 
ration of America, 580 Fifth Ave., 
New York 36 





olivetti 




















For More Information Circle No. 419 
Tue Orrice—March, 1958 








almost exclusively upon _ historical 
records for all their decision-making. 
Then came budgeting techniques and 
financial forecasting. Now we are de- 
veloping long-range planning techniques 
and improved mathematical techniques 

the latter often referred to as opera- 
tions research. Basically, there are two 
reasons for this change. One is the in- 
crease in the scope and complexity of 
modern business, and the second is our 
increasing development of knowledge in 
the use of scientific management techni- 
ques. 

For the 
been swamped with information on the 


past decade, business has 
progress being made in the field of elec- 
tronics. As a result, progressive man- 
prone well 
planned program for improved admin- 


istrative systems. Unfortunately, there 


agements are to accept a 


has been too great an attempt to over- 
dramatize the effect of systems planning 
on the company as a whole. As a result, 
some of the feedback has brought to 
light that this dramatization fell “flat on 
its face’ because the “quick” benefits 
failed to materalize. A realistic approach 
will that the benefits 


desired can be derived only from a series 


reveal ultimate 
of well planned, well organized changes, 
n0ne of which individually are of the 
magnitude to be dramatized, but which 
collectively can and will contribute to 
overall profit improvement. 
Management is beginning to realize 
that a business is essentially controlled 
and directed by decisions based on in- 
formation supplied by its data _ pro- 
cessing system. It is realizing that major 
policy evolves from a whole series of 


tre j ba 
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When performance is important 
for business record-keeping, bet- 
ter papers made from cotton 
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Old-Timer Replies 


The Editor 

The article by Tom Horti, in the Feb- 
ruary issue of THE OFFICE (page 31), 
highlights one of the basic problems of 
procedures work. While it was couched 
in terms of ability vs. experience, the roots 
of the problem run much deeper. 

As a former officer of the chapter o! 
the Systems & Procedures Assn. of which 
Tom was formerly a member, and as one 
who used my influence to effect a change 
in direction of chapter activities from 
mere basis of the techniques of systems 
and procedures work to pointing out the 
need to coordinate or integrate these tech- 
niques with overall management concepts, 
to do an effective and overall procedures 
job, I feel warranted to discuss this sub 
ject. | have had many years of experience 
in various accounting jobs; eight years as 
an auditor during which I worked in sev- 
eral hundred different offices on all types 
of problems and 15 years as an executive 
officer of a large national organization. 
I am currently engaged in the type of 
work which I most heartily enjoy—pro- 
cedures. Obviously I cannot measure 
either my age or experience in procedures 
work as “under 30” since I first worked 
on the adaptation of a punched card rou- 
tine when we had nothing but 45-column 
non-alphabetic cards and no machines 
other than a punch, sorter and fixed 
counter tabulator 

What is meant by procedures? Is it a 
combination of various techniques de- 
veloped where the end result is, in itself, 
the employment of the techniques? Is it 
the. introduction of equipment and gad- 
etry? Is it putting out “fires” or smooth- 
ing non-related routines; merely telling 
others how they should do their jobs? Any 
number of definitions describe the work 
which a procedures man does and they 
all apply, but all will leave something to 
be desired. While procedures has grown 
by leaps and bounds since World War II, 
actually there is nothing new, apart from 
application of new equipment. In organ- 
izing the entire paperwork routines for 
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the large national company with which | 
was connected, I did more procedures work 
under the guise of “setting up a system” 
than I have done subsequently, even 
though I am now engaged entirely in this 
work. 
Business organizations today, even 
smaller ones, are complex organisms, It 
is almost impossible to .institute a change 
in a routine anywhere which does not 
have some effect on some other routine. 
Younger analysts are probably able to do 
a more effective in streamlining a 
particular routine, and introducing in that 
routine more of the advanced techniques 
and gadgetry, than those who have 
been around a while and who envision the 
particular segment of the routine as mere- 
ly a part of a larger complex. But is that 
all that comprises the term “procedures”? 
We hear a lot of integrated data process- 
ing, machine language, simulation §tech- 
niques, etc. but I can recall pleading with 
equipment manufacturers 20 years ago to 


job 


are 


develop a device to translate a punched 


2 


paper document to a card form. I had 
forms and equipment manufacturers In our 
offices to point out the weaknesses of the 
best devices and most advanced supplies 
then available. I sought the development 
of mathematical formulae to predict busi- 
ness results. The present era is not a “rev- 
olution” in paperwork procedures, but the 
increasing tempo of an evolution. 

We old-timers with one of 
two choices. We can sit back complacently 
with our faces on backwards, 
content with recounting what we did in 
olden times and shrugging off, as dream 
laden the developments of to- 
day; or we can recognize that the heritage 
of experience we possess is of inestimable 
value to us and to our employers if—but 
only if keep abreast of current de- 
velopments and appraise and temper their 
installation to produce the overall inte- 
grated result which will best keep in bal- 


are faced 


screw ed 


fantasies, 


we 


ance the realities of present day econo 
mies and future potentialities —JOHN H 
STRUBE, Ridgewood, N. J. 

MULTI-USE ERASER "MUSTS" 


FOR EVERY BUSINESS 


FOR DAY-IN, DAY-OUT REQUIREMENTS — IN 


ERASING, these Weldon Roberts Erasers, 
World’s Quality Standard, are among the 
most useful and versatile. Read carefully 


the descriptions of these erasers and their 


uses. 
QTE 
l Fer Cleaning. NO. 1010 HEXO CLEANER. . } 
. Definitely cleans thin papers, drawings, tracing paper and ut ge a 
cloth, books, fabrics, wall paper. Hexagonal-shaped, soft : HEXO-IOIO-CLEANER 
pink rubber 
2 For Art and “All-Around.” NO, 400 ARTEX. 
° Soft, white texture for innumerable cleaning uses—and Pg 
for practical drawing, charcoal high-lighting, drafting, 
book work 
3 For Pencil, Ink, Typewriting, Drafting. NO. 121 ELLIPTIC. 
° Elliptic-shaped soft gray eraser Jinning combination 


Shape-plus-texture 


BUY ALL 3 FROM YOUR STATIONER TODAY! 


ee IE 





ae ape Pe ay 


Waldon 


Correct Mistakes in Any Language 















— al 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World’s Foremost ‘Eraser Specialists 








For More Information Circle No. 229 





Tue Orrice—March, 1958 








RAYMOND LOEWY, world-famous industrial designer, explains: 


“A beautiful product has a promise to keep” 


“Its performance must match its beauty. We apply this princi- 
ple as much to the papers we use as to the products we design. 
“Naturally we want the visual beauty and crispness of cot- 
ton fiber paper in our business letterheads. But its strength 
and permanence are important to us in drawing, tracing, and 
record-keeping papers as well.” =) 3 ae 
Tough, flexible cotton fibers, crafted with traditional skill . 
and specialized machinery, create papers of balanced quality. 
Papers that perform as handsomely as they look and feel... in 
business and social stationery, onion skin, index, ledger, draw- 
ing, tracing and blue print papers. 
For practical reasons... as well as prestige... make sure 
the papers you use are made with cotton fiber—25% minimum 
up to 100% in the finest grades. 
Cotton Fiber Paper Manufacture 


BETTER PAPERS ARE MADE WITH COTTON FIBER 
LOOK FOR ‘COTTON’ OR *‘RAG"' IN THE WATERMARK OR LABEL 
For More Information Circle No. 223 
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OFFICE MANAGEMENT AND CONTROL 
by George R. Terry. Richard D. Irwin, 
Inc., Homewood, Ill., 784 pp., $8.35 
This is the third edition of a work 

which has been well thought of as an over- 

all text on office management. Although 
we have not kept records on the subject, 
we believe that, of the readers who have 
mentioned general coverage books in letters 
to THE OFFICE during the past nine years 

since Dr. Terry’s first edition appeared, a 

large proportion indicated they liked this 

book. The present edition has been re- 
worked and eight chapters added to cover 
new developments. 


(4 INSTA NT 7 
PLASTIC LAMINATION, 


Plastic 


Clear 
any flat object in between 


sheets bind to each other—sealing 
No machines, heat or 
treating required. Guaranteed to protect 
against moisture, tearing, soiling etc. Lasts in- 
definitely will not discolor, harden or crack 


NEW OFFICE AID 
Preserve Price Lists, 
records, important 
papers. Dress-up cat- 
alog covers — pre- 
sentations. Ideal for 
photoes, 1.D. cards, 
convention badces. 
etc. Protects file 
tabs. Weatherproofs 
outdoor signs. no- 
tices, etc. 

EASY TO USE 

No skill required. Sim- 
ply remove paper back- 
ing from two sheets and 
make a_ plastic 


other 


JUMBO KIT 
© Special Introductory Price 


10 sheets 3” x 4” 
, 6 sheets 6” x 8” 
‘sand- 2 sheets 10” x 12” 


wich with the object ONLY $4.50 postpaid 


in the middle Costs 
(will do the work of $15 


only a small fraction of 
onventional laminating worth of machine tam- 


charges. inating) 


Money-back Guorantee. All sizes available in 
quantity, Write for free brochure. 


PLAIN-VU, BOX 83, DEPT. A-1 
MENTOR, OHIO 


For More Information Circle No. 252 


WHOLE-DOLLAR ACCOUNTING by Her- 
bert F. Klingman & Florence A. May. 
Controllership Foundation, 2 Park Ave., 
New York 16, 335 pp., $7.50. 


Since 1927, when Bethlehem Steel Corp. 
developed the concept and introduced it 
in its accounting operations, business has 
realized that penny elimination, or whole 
dollar accounting, saves time and man 
power where it applies. Here are case 
studies of 13 leading companies, one of 
which effected a 16% reduction in ac- 
counting personnel representing a 9.4% 
reduction in and wages despite 
additional work entailed by added account- 
ing functions. Another eliminated more 
than a million digits a year in recording 
and posting operations, lopping 50% off 
the time required for general ledger post- 
ing alone. The Cleveland Electric Illum:- 
nating Co. has a net variance, between 
complete dollars-and-cents accounts and 
the same figures rounded out to the near- 
est dollar, of less than $5 a month on an 
annual gross revenue of $107 million. 


salaries 


HOME STUDY COURSE 
IN PROGRAMMING 
ELECTRONIC COMPUTERS 

ts type, 1s 

Business Electronics In 

people, it iS 
hrm 


inexperienced 
ourse members of the 
d large 


are teaching at a 


Students are taught to develop 


systems for busi 
as Payroll, Accounts 
Control, etc 


program electronic 


sucn 


ness problems 


Receivable, Inventory 


Free brochures describing the course are 


available upon request from 


BUSINESS ELECTRONICS INC. 
Computer Department 
420 Market Street, San Francisco 11, Calif. 
For More Information Circle No. 400 
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®Now, even your smallest branch 
office can have all the advantages 
of metered mail enjoyed by your 
“home” office. A litthe DM (desk 
model) postage meter in your branches 
makes mailing fast and easy, saves 
postage and permits company-wide 
postage control. One user in three aver- 
ages less than $1 a day for postage. 
*The DM prints postage directly on 
any kind of mail (on special gummed 
tape for parcel post). Prints your own 
small ad alongside the meter stamp, 
too, if you wish. And has a moistener 
for sealing envelopes. 

®Set by the postoffice for the amount 
of postage you want to buy, the DM 
never lacks needed denominations, 
reduces cash tied up in_ postage 


= PITNEY-BOWES 


"Postage Meter 


Offices in 107 cities 
in U.S. and Canada, 


inventory, protects postage from loss, 
damage, misuse, provides automatic 
accounting. A big help for the branch 
Office girl who usually has many other 
office duties. 

e Metered mail, already postmarked 
and canceled, needs less postoffice 
handling, can often 
trains and planes. 
¢There’s a meter model, electric or 
hand, for every office, large or small. 
Ask the nearest Pitney-Bowes branch 
to show you. Or send coupon for free 
illustrated booklet. 


FREE: Handy desk or wall chart 
of Postal Rates, with parcel 
post map and zone finder 


catch earlier 


PITNEY-BowEs, INC. 

3457 Pacific St., Stamford, Conn. 
Please send free { booklet 
Chart to 


Postal Rate 


Name 


Address 


For More Information Circle No. 228 
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a2 MASTER FORM 


Like your fingerprint, the Hano Translucent Mas- 
ter is accurate for a “‘lifetime.’”” Hano Translucent 
Masters can be incorporated in any Hano form... 
Snap-a-Parts, Tab, Continuous Carbon or even 
Autographic Register Forms. One writing on 
your present typewriter, billing machine, tab equip- 
ment or register, gives you required “‘quick” copies 
plus the permanent master. Forms incorporating 
Hectograph carbons give equal versatility for users 
requiring spirit duplicating process ... let a Hano 
man or a Hano dealer show you how. 


Forms with “Master” copies are only a <> a Semeany cae. 
part of the complete line of Hano business 

systems ees Snap-a-Part Sets, Continuous General ond Soles Offices Weorehouse ond Branch Plant 
Carbon, Tab Forms, Registers and forms, HOLYOKE, MASSACHUSETTS MT. OLIVE, ILLINOIS 

and standardized forms. 


For More Information Circle No. 340 
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MICROFILM CAMERA 
For More Information 


Circle No, 193 


®@ Motorized e Portable © Lowest Cost 


* : DIEBOLD, INC. Dept 90 
Flofilm Division, Norwalk, Conn 
i e 1) 7 Man i we : mn 
é anua P e ifa c himing 
e ‘ aatkieeien ___ Title 


INCORPORATED 
Flofilm Division e Norwalk, Conn 
Sales and Service Offices in All Princip«:l Cities 
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Betty Schwartz, left, xerography operator at the Hotel Fontainebleau, 
above, Miami Beach, Fla., peels off, from XeroX® plate, an offset 
paper master prepared in three minutes by xerography. 


How XEROGRAPHY and offset duplicating 
save $15,000 at the Hotel Fontainebleau... 


speeding the preparation of | 


In its first year’s use of XeroX® copying 
equipment, the Hotel Fontainebleau has 
saved $15,000 in printing costs alone 
Menus of many kinds, assorted announce- 
ments, flyers, press releases, the hotel 
newspaper, and forms of many types 
must be printed daily. They are all done 
swiftly, accurately, and attractively by 
xerography, the clean, fast, dry, electro- 
static copying process, and offset dupli- 
cating. Quality, which has to be of the 
highest, in harmony with the superb sur- 
roundings, IS maintained 

Pleasing as the lower costs are, the re- 
duction in time is even more gratifying. It 


takes only three minutes to prepare an 


MENUS « FORMS ¢ HOTEL NEWSPAPER 


e NEWS RELEASES ¢ MANY OTHERS 


offset paper master by xerography, and 
only a few more for runoff of multiple 
copies for immediate distribution and use. 

WRITE for proof-of-performance 
folders showing how companies of all 
kinds and sizes are cutting costs and 


speeding paperwork by xerography. 


THE HALOID COMPANY 
58-224X Haloid St., Rochester 3, N. Y. 


Branch offices in principal U.S. and Canadian cities 


HALOID 
XEROX 


For More Information Circle No. 233 
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APC, 


on. 
| 


4 : AUTOMATIC PRODUCTION CONTROL 
ALES paRaval emsyouc hen 


APIS) 


PC ow AUTOMATIC ALLY 


automat , ONTHOLLED PROTX 
mil ti 2,3) 4 5 1) 6.95) 1h 12) et 


me te 


A i ™™ Introducing changes so 
A New CKind of f 7mm complete, so total, so 


<- revolutionary-suddenl 
lectnic Collator a all other we wi 


TON 
5 tis 


old-fashioned. 


*APC MEANS AUTOMATICE CTION CONTROL 


AUTOMATIC PRODUCTION of eachs et. No footswitch to tap, no 
pedal to push, each set is produced automatically. 

PRODUCTION CONTROL. Set the AP C* control at any speed from 
5 to 50 sets. That production is guaranteed. The COLLAMATIC 
sets the pace, not the operator. 

Write today for information on this most revolutionary change in Collators since 


Collamatic introduced the Electric Collator in 1955. 


*Trademark 








MODELS AVAILABLE Please send literature: 
8-10-12-14-16-20-24-28-32-40 [] 1958 Model Electric Collator 


H * 
bin collators and fully auto- with APC 
matic Golden Automatic. [] We are interested in a free survey 
and analysis of our collating 


[] Demonstration Requested 


Name 


Route 23, Wayne, New Jersey Address 
City State 








MOST COMPLETE LINE OF COLLATING EQUIPMENT IN THE WORLD 


For More Information Circle No. 414 








choose the 


CABINET CONSOLETT 


for functional beauty inside 
or out 





Keep machines and supplies 
handy anywhere in the office 
with the cabinet Consolett. A 
safe, compact, versatile work 
unit for duplicators, photo- 
copiers, postage meters and 
similar equipment. 


INSIDE —two full-size shelves 
provide storage for forms, rec- 
ords, supplies. 


OUTSIDE — style and design 


that blend with any office 
decor. Plus smooth, all-steel 
construction. Roomy 28” x 19” 
top. 


MATCHING STAND 
The Consolett gives planned uni- 
formity in any office. It combines 
the space-saving feature of an open 
stand with the privacy of a desk. In- 
stantly mobile at the touch of a toe. 

Write for prices and literature, 





Some 


STOLPER STEEL PRODUCTS CORP. | ssp C'est 


Available 
318 Pilgrim Road e Menomonee Falls, Wisconsin 


For More Information Circle No. 236 
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SIMPLE OPERATION of these Nationals speeds work and im- 
proves employee morale. 


INCREASED ACCURACY and more efficient accounting are valu- 
able features of this National Accounting Machine. 


“Our Calional System 


SINDER, 


i Ee 
JOHN 3. 
the Electro Motive Mfg. Co., Inc. 


Controller of 


saves us 10,680 a year... 


pays for itself every 14 months!” 


—Electro Motive Mfg. Co., Inc. Willimantic, Connecticut 


‘‘Business expansion creates accounting problems, but we were 
able to solve ours with the installation of a National System,” 
writes John J. Sinder, Controller of the Electro Motive Mfg. 
Co., Inc. **The replacement of costly manual bookkeeping with 
automatic Nationals has resulted in fewer errors and misunder- 
standings, thereby increasing savings for us! 

“We use Nationals primarily for Payroll accounting. These 
machines are responsible for substantial reductions in book- 
keeping costs and supply us with a clear financial picture of 
our operation. The National System was 7) 
easy to introduce to our employees, and lA) 
we feel that its ease of operation was a Pha [oan 
prime factor in maintaining good em- / U 
ployee morale 

“In terms of overall savings and control, 
our National System saves us $10,680 a 
year, pays for itself every 14 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


989 OFFICES IN 94 COUNTRIES 
For More 


March, 1958 


Controller of the 
Electro Motive Mfg. 
months.”’ Co,, Inc. 


Information Circle No. 


THe Orrict 


In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your nearby 
National man will gladly show how 
much you can save—and why your 
operators will be happier. 


*YRADE MARK REG. U.S. PAT. OFF. 


amr 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
nce parte (No Carson Reavized) 


320 





eur Wipeetection 
a with low-cost 


"HI LITE arc lamps 





Designed for cameras up to and in- 
cluding 17” size. Can also be used in 
double or even triple-deck for larger 
camera installations. Completely auto- 
matic, steady, even light...no sputter 
...no bounce. Take advantage of 30- 


Day Free Trial Offer. $9900 


Write for bulletin 600B. 





PER PAIR 


company, inc. 


General Office and Factory: 
824 So. Western Ave., Chicago 12, Ill. 








Eastern Sales and Service: 215 Fourth Avenue, New York, N. Y. 
For More Information Circle No. 319 
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5 MILLION 
SECRETARIES* 
LOVE US—YET 
they don't 
even know 





our name! 





When carbons are crisp, clean, smudge-free, typing flows fast and 
effortlessly ... you save time, temper and money . . . and create better 
sales impressions. To constantly guarantee satisfactory performance, 
the makers of America’s best-selling carbons rely on Schweitzer’s high 
quality carbonizing papers. Schweitzer papers—proved best by test for 
absorbency, strength, purity, and uniform texture—assure the perfect 
marriage of fine paper and fine carbon inks. 


* (Stenographers and typists, too!) 


Whenever good impressions count, rely on carbonizing papers by 


PETER J. SCHWEITZER, INE. 


World’s Largest Manufacturer of Fine Carbonizing Papers 


Address inquiries to Elizabeth, N. J. 


Mills at: Elizabeth © Jersey City & Spotswood, N. J. © Lee, Mass. © Mt. Holly Springs, Pa. 
For More Information Circle No. 284 
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] NO LOST TIME 


_ 


- 


electro-pointer®> 
“el 


The world’s finest completely automatic electric 
pencil sharpener eliminates the 
time-consuming job of cranking outmoded 
hand-type sharpeners. Just insert any 
size wooden pencil and instantly 
the Electro-Pointer gives you 

a perfect point. 


~ 
Yt 


‘ 


~~ 
mo. 
yy 
; St 7 
* i¢ SS a 


\ 
| ———- 


PERFECT POINT 
INSTANTLY 
EVERY TIME 


At your stationers 
or write: 


PROVEN FOR 
OVER 14 YEARS 


STILE-CRAFT MANUFACTURERS, INC. 
1825 MACKLIND $T. LOUIS 10, 


For More Information Circle No. 309 


MO. 
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Copy All Inks — All Colors 


Copy Letters - Documents 
Overlays - Drawings, Ete. 


Copy From Bound Books 


Single Dial Control 
No Experience Required 


Perfect Copies for 
Pennies Per Day 


$179 


Complete 


only 





Also Available for D. C. Operation 


INVNORD ManuFAcTuRING corp. 


366 JERICHO TURNPIKE, MINEOLA, L. I., N. Y. 


For More Information Circle No. 426 





Vanguard a sew Cain Dictation 


Put your Voice on this Sheet 


and save time, money, mistakes. This sheet is the sound carrier of the 
VANGUARD Dictating Machine. Letters, notes, memoranda, reports can be 
recorded instantly, accurately, in the office, at home, in your car—with an 
astonishing saving of time and money. If necessary, you can even make 
a duplicate recording. 

VANGUARD is one of the most modern and efficient dictating machines— 
the machine that will streamline your dictation and save time, money and 
errors in a way you never imagined possible. 


Sold and serviced in 40 countries of the world by Rem. Rand Ltd., in GB, Belgium, Italy, Cuba. Hawaii. By Royal 
Typewriter Co., Ltd. in Canada. By franchised distributors in other European countries, SA and USA. 


VANGUARD BUSINESS MACHINES D/V/S/0N 
150 SYLVAN AVENUE « ENGLEWOOD CLIFFS WJ f ULEON RESEARCH CORPORATION 


For More Information Circle No. 437 
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Secretary Patty Brown shows the coded 
program tapes and manuals which go with 
a $200,000 electronic computer. This 
material was shipped from the Electro- 
Data Division of Burroughs Corp. to 
Celanese Corp. of America, Corpus 
Christi, Texas, for use with their Datatron. 


Although Burrel- 
le’s Press Clipping 
Bureau, New York, 
subscribes to 1800 
daily newspapers, 
9500 weeklies and 
750 other publica- 
tions, they often 
need extra copies. 
Three Copease 
Duplex photocopi- 
ers are used to 
produce over a 
thousand clear 
copies of clippings 
daily. 


(en PReEecCi Thomas W. Bow- 
‘ > Va : " man (right), Royal 
av a *. ¥ McBee _ salesman, 


sence 7 


. ‘ i received the Dis- 


wv *~ =e” | tinguished _Sales- 
\ Ki bed : ale man Award as top 
a di : | salesman at the 
a : : 1957 National 
Business Show 

from Rudolph 

Lang, the show’s 

managing director. 

With the award 

went a color tele- 

vision set. Connie 

Conrad (left) was 

the show’s queen. 
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SS % Ks 
One of the largest installations of GF Partitions is in the offices of Whitehead Metal 
Products Co., New York. 


The desks are General Fireproofing Company’s 1600 Line with Goodform Adjustable 
and Side Chairs. (See opposite page.) 
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of Office Partitions 


nn a f 3 git Poe es § i 
A private office at Whitehead Metal Products Co., New York, showing GF Partitions, 
Desk and Desk Chair. 


Another view of the New York offices of Whitehead Metal Products Co. showing parti- 
tions made by General Fireproofing Co. 
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Atomic Power De- 
velopment Associ- 
ates, Inc., Detroit, 
uses a Peerless 
Dri-Stat Photo- 
copier to speed 
the paperwork re- 
quired in the con- 
struction of a 100,- 
000-kw. nuclear 
power plant at 
Monroe, Mich. 


Two views of Standard Register Company’s Integrated Data Processing Workshop 
showing the equipment which prospective customers can use to test proposed systems. 
Machines are products of a number of manufacturers, many of them competitors. 


Sb S&S 8S S&S SS 
a ae ae oe oon 
& 


ee we 
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New York Office Cleans Up 


Office employees of Mutual Life Insurance Co. of New York emptied their wastebaskets 
in a huge litter basket mounted on a City Sanitation Department truck parked outside 
MONY’s office building. The stunt was in aid of the city’s Operation Big Sweep, a 
campaign to stop litter before it reaches the city streets. The rest of the company’s staff 
carried out its biennial office clean-up drive inside the building. The purpose of this 
drive is to achieve efficiency and save space. Files, desks and work areas are cleared of 
outdated and unnecessary material. (See photo below.) 


The award for the 
best looking unit 
went to the cen- 
tral service office. 
Edward E. Wider 
(second from 
right), manager, 
accepts the plaque 
from Louis W. 
Dawson, president. 
Onlookers = are 
Charles Mortimore, 
president of 
MONY’s Employ- 
ees Assn. and 
judges Frank De- 
Ferrari, Joseph 
Harte and Lester 
Thorn. 
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On the mezzanine, 
secretarial desks, 
by Standard Furni- 
ture Co., have 
white Formica 
tops, walnut sides 
and one drawer 
front in chartreuse 
to match chairs. 
Telephones are 
red, carpet is rust 
color. Armchairs 
are by B. L. Mar- 
ble Co. Mortgage 
department is af 
rear. 





This unique stairway leads to the mez- 
zanine reception area and executive offices 
in the new office building of City Federal 
Savings & Loan Assn. in Elizabeth, N. J. 
All interior furnishings were coordinated 
and supplied by Desks, Inc., New York. 
(See photos below.) 


The safe deposit vault in 
the basement of the new 
building of City Federal 
Savings & Loan Assn. Chairs 
are by Standard Furniture 
Co. 








Jules Goldstein (right), exec- 
utive director of the Inter- 
national Assn. of Garment 
Manufacturers, holds the 
punched paper tape on 
which is recorded such data 
as order number, _ styles, 
colors, prices, etc. The com- 
plete equipment rental of 
about $18,000 a year can 
be recovered in dollar 
savings by the average gar- 
ment manufacturer using 
this system developed by 
S. J. Capelin Associates, 
sewn products industrial 
engineers. 
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IDP for Garment 
Manufacturers 


Sanford E. Rafsky (left) eastern super- 
visor for S. J. Capelin Associates, explained 
the integrated data processing system 
which his firm developed in cooperation 
with Royal McBee Corp. and Friden, Inc., 
at management clinic of the International 
Assn. of Garment Manufacturers and the 
National Trouser Institute. 


Mr. Rafsky, 
Thomas H. Mur- 
ray, manager of 
the systems divi- 
sion of  Friden, 
Inc, and A. T. 
Craft, vice presi- 
dent in charge of 
data processing for 
Royal McBee 
Corp., with the 
Friden Compu- 
typer and Filexi- 
writer, and Royal 
McBee LGP-30 
Computer, used in 
the system to com- 
bine office func- 
tions such as bill- 
ing and _ payroll 
with shop _ func- 
tions such as pro- 
duction and cut- 














An office area at Rocketdyne, Div. of North American Aviation, Inc., Canoga Park, 


Calif., is divided into departments and private offices by movable steel and glass Parti- 
tioners, products of Marnay Sales & Mfg. Co., New York. 


The new 961-bed Elmhurst General Hospital in New York is protected by a fire alarm 
system designed and manufactured by Wheelock Signals, Inc., Long Branch, N. J. Audible 
coding immediately pinpoints the fire’s location upon the sounding of an alarm. 
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5 Try the 


> Silver Dollar Test! 


Want to save hundreds of dollars in 
postage? Your mail scale may be a 
postage thief. Check it! There's a quick 
easy way. Lay a silver dollar on the 
tray. It should weigh 15 16ths of an oz. 


If it registers an even ounce or more, 
you'll know you overpay postage in 
many instances. An extra 3c on just 12 
letters a day loses nearly $100 a year! 

If it registers markedly /ess than an 
even ounce, you too often underpay 
postage—causing your letters to arrive 
‘Postage Due,” risking customer good 


The 4900 for the 

~& small office has 
convenient 

postage 


c omputer. 





PITNEY-BOWES 


Mailing Scales 


Made by the originator of the postage meter 
.. offices in 107 cities in U.S. and Canada. 


and delays in mail delivery. 

You can frust a precision-built PB 
Mailing Scale. The automatic pendulum 
registers instantly and stays accurate. 

The hairline indicator shows the exact 
weight, without wavering. The chart. 
with large figures and wide graduations, 
is easy to read—saves time and errors. 

Six PB models available, including a 
parcel post model that weighs up to 70 Ibs. 

Ask the nearest PB office to show you 
the “Silver Dollar Test.” Or send the 
coupon for free illustrated booklet. 
FREE: Send for handy desk or wall chart of Postal 
Rates, with parcel post map, zone finder 
Pet esses ee sess esses eee eee; 
a 


on 


| PITNEY-BowEs, INC. 
* 3489 Walnut Street 
\ se Stamford, Connecticut 
Please send your free “Silver Dollar Test” 
booklet to: 


Name — 





Se ee 
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Ilustrated: 
Model 8002 


all steel, 
extra-heavy; 
portable; 
adjustable top; ‘ 
| retractable 


| casters. With 


| 1 drop leaf— 

| Model 8000. 
Also available 

; in 3514” height. 


: ee sag | 
‘TIFFANY STAND CO. se ron 


At better dealers everywhere... for further information, write Dept. O 


For More Information Circle No. 307 
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for you, who have an eye for 


functional b 


styling that 
sells... 


send for REGNA literature NOW! 


REGNA is the lowest priced electrically operated full 
safety keyboard machine in the world. 

Everyone who sees the new REGNA admires the wonder 
of streamlined FUNCTIONAL BEAUTY. 

Everyone who tries this sturdy and dependable adding 
machine becomes a “high speed” operator — fingertips 
literally float over the moulded keys! 

Different capacities; fully automatic safety keyboard; 
models in light grey or ivory. Also low-priced hand oper- 
ated models. 


In Canada: Regna Cash Registers of Canada Ltd., 704 Notre Dame St 
/. Montreal, Que., and Business Equipment Machines, 
489-R King St. W. Toronto, Ont 
OUTSIDE CONTINENTAL U.S 
Jorgen S. Lien, Box 507, Bergen, Norway 


For More Information 
Tue Orrice—March, 1958 





wv priced! It’s profitable 
he coupon—Mail 


it today— 





REGNA CASH REGISTERS IN¢ 
175 Fifth Avenue, New York 10, N. ‘ 
Gentlemen 

Please rush more information 
Regna Adding Ma 

becoming a Regna Dealer 


Name 
Address 


City 











Circle No. 438 








GQmeadis Files are mugged, 
built to cany the load, 


Ask your Stationer to show you this beautiful, Discuss your filing problems with your Smead 


soil-resistant, long wearing file made of dealer He represents the most complete line 
Smead's Leather-Like Material. Available in of EXPANDING PRODUCTS and FILING SUP- 


many sizes, with or without flap. PLIES made by any one manufacturer. 


THE Smead MANUFACTURING CO. 


HASTINGS, MINNESOTA ... LOGAN, OHIO 
For More Information Circle No. 359 
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You can 
cut costs in your 
order-processing 
operation! 





so 


How to streamline 

your shipment addressing 

for speed and economy 
New booklet shows how 

“integrated shipment addressing” 

speeds shipments, eliminates 

errors and saves clerical time. 
Send for your copy! 


DID YOU KNOW that you can prepare 
a shipping stencil as a by-product 
of your order-invoice writing and 
then use it to address labels, tags 
and cartons? Thousands of 
efficiency-wise companies are 
already doing it and making 
NEW BOOKLET TELLS: dramatic savings in clerical time 
e How to evaluate the efficiency of and effort. Regardless of your 
your shipment addressing operation paperwork procedure, or office 
“Gameeniaee” for addressing equipment used, you can enjoy the 
o Vis ieee Geacbtneiten benefits of integrated shipment 
stenciling systems addressing. 
@ The key to a better shipping 
operation 
e Integrated shipment addressing, 
the newest trend in office systems 





Your free copy is waiting 
Send for tt today! 


WEBER MARKING SYSTEMS, Dept. 8-C 
Mount Prospect, Illinois 


Please mail me a copy of ‘“‘How to streamline your ship- 
ment addressing for speed and economy. 


WEBER MARKING SYSTEMS 
Division of Weber Addressing Machine Co., Inc 
Mount Prospect, Illinois 


SALES AND SERVICE IN ALL PRINCIPAL CITIES 4 City 
For More Information Circle No. 351 
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v’’ METALLIC 
) MASTER UNITS 


71,734 





Proudly Introduces 
The Eye Ease Master Unit 


Designed with the well-being of your customer in mind. 


A master unit specifically made to eliminate the hazards 
of both eye fatigue and glare. 


Samples and facts about this remarkable new master paper 
can be obtained on request. 


SPECIALIZING IN MASTER UNITS 
SPIRIT & HECTOGRAPH CARBON PAPERS 


SUPPLIERS TO DUPLICATING SPECIALISTS EVERYWHERE 


Pee 
( Ye RIBBON AND CARBON MEG. CO., INC. 


til GENERAL OFFICES AND FACTORY 
HARRISON, NEW JERSEY, U.S.A. 











or More Information Circle No. 420 
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The iil a a ae Weighs 6% Ibs. 


most 





expensive § (Jus ad 
adding : | Adds to 
machine | Short Stroke 
in . i RS i a dae 




















WORLD! 














The world’s smallest 
and most economical 


it SWIFT 
machine... 


re 5c po aaa 





At better Office Machine Dealers or write to 


NESS MA 





For More Information Circle No. 346 
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Liberator 75 


Automatic feed * Hand brush 
inking * Post card to legal size 
$99.50 Tax and counter extra 


Bulletins, office forms, direct mail, 
house organs, catalogs there is 
no limit to the versatility of precision- 
built Speed-0-Print stencil duplicators 
Anyone can produce sharp, clear, 
professional-quality copies—from ten 
to ten thousand, and in color, if 
desired—quickly and economically 


SPEED-O-PRINT STENCIL DUPLICATORS 


SPEED THE WORK 


Simplicity of operation, dependable 
performance, sturdy construction, 
long life these are some of the 
extra-value factors that have made 
Speed-0-Print known the world over 
as “The World's Finest Duplicators 
at the Worid’s Lowest Prices.” 


Send today for 

ILLUSTRATED CATALOG 

describing the complete Speed-0-Print 
line of stencil duplicators 

and accessories 


Liberator 50 


Feature-packed Post Card-Menu 
Duplicator . $44.50 plus tax 


Speed- O-Catinet 


Duplicator base and handy util- 
cabinet. Top provides over 
5 sq. ft. of working surface 


iterator 100 


Automatic roller release * Any 
weight paper to post card stock 
Automatic brush inking...$149.50 


$77.50 Tax and counter extra 


}+-——-——-—---- 


DeLuxe Scofte 


Illuminated drawing 
board for hand work on w@ 
stencils. Adjustable to y / > , 7 
— = zo hiterator 200 
Electric operation 
Closed cylinder * Two 
speed * Up to 6000 
copies per hour * Auto- 
matic brush inking m 
$399.50 Tax and counter 
extra 


CUT COSTS 


Fite Catinet 


Accommodates 400 sten- 5000 copies per hour ¢ Hairline 
cils or offset plates. Max- registration * Perfect for multi- 
imum protection, easy ple color work $199.50 Tax 
storage $49.50 


Viterator 200 


and counter extra 


SPEED-O-PRINT CORPORATION 


1801 W. Larchmont Ave Chicago 13, til 


in Canada SPEED-O-PRINT (CANADA) LTD. 


| 641 CRAIG ST WEST 
| MONTREAL, QUE., CANADA 
, 


For More Information Circle No. 347 
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Vari -lyper THE MACHINE WITH 


LOOKS LIKE A TYPEWRITER 
WRITES LIKE PRINTING 


2 TYPE FONTS IN USE AT ONE TIME 2 SECONDS TO CHANGE 


A FEW OF THE MANY 
STYLES AVAILABLE 


deript dtyles 
Bold Face Types 
Light Line Types 
Garamond Styles 
Matching Italics 
Sans Serif Styles 
Matching Italics 
Fractions % '*/, 
COPPERPLATES 
Monastery Type 
Alexandria Styles 
Bookman Styles 
Matching Italics 
Bodoni Styles 
Matching Italics 
Matching Bold 
Symbols io meae 
Condensed Styles 
Modern Roman 


LARGE TYPES 


SMALL TYPES 


Your office typist can give you professional-looking 
‘type proofs’ for forms, reports, bulletins, catalogs, 
manuals, etc. —for reproduction by any method you 
use. Vari-Typer— with its great variety of type styles, 
even margins, exact spacing — makes it possible for 
even the simplest of office duplicators to produce 
a fine, professional-looking print-job. Savings are 
enormous and you will always have a plentiful supply 
of printed material available. 


(Copy by Vari-Typer. Heads by Headliner.) 
VARI-TYPER CORPORATION 


SUBSIDIARY OF ADDRESSOGRAPH-MULTIGRAPH CORPORATION 


For Full Information, Fill in Below, and eeee 


MAIL THIS ENTIRE AD TO 
VARI-TYPER CORPORATION Dept. 31 
720 FRELINGHUYSEN AVE., NEWARK 12, N.J. 


For More Information Circle No. 328 





eontwy 
TALI 


The automatic 
printing calculator 
of advanced design 
produced by 


LAGOMARSINO- FAI 
MILANO (ITALY) 


LAGOMARSINO 


For More Information Circle No. 249 


THe Orrice—March, 1958 





The finger is mightier than the jist... 


When you staple ELECTRICALLY with the 


FEATHER TOUCH «. & , Yy ° 66" 


Saves Work! Saves Time! Saves Money! . 

Yes, with the new electric SWINGLINE 66 ae 
Stapler, it takes but a Feather Touch to TOUCH 
staple up to 40 pages together with neatness 

and speed...a perfect clinch every time. 

Gone is the heavy labor and fist pounding. 

Gone the loss of time through jammed-up 

machines. The SWINGLINE 66 is an office 

worker’s dream, an office manager’s pleasure. 

Ask your stationery supplier for a 

demonstration...or a free 10-day trial. 

You'll be amazed! 


< 


Ponty $3Q75 i 


- including rubber gasket at stationers everywhere 
Se (Foot pedal model available at $44.75) 
= INC. LONG ISLAND CITY 1, NEW YORK 


World’s Largest Manufacturers ts - Mase Ee 


For full information write: 


of Staplers for Home and Office P. s— = 
eE 


TSlightly higher in the West ; #4 Office Stapler > Tot "SO" Pocket Stapler. 227 Office Stapler 


For More Information Circle No. 350 
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Your typist, a typewriter and 
Duplisnaps give you a com- 
plete addressing department 
—at low cost. 


Slip the carbon — interleaved 
Duplisnap setin a typewriter, 
type the addresses, snap the 
set apart and the job is done. 


You have up to six sets of 
clear, perfectly aligned, 
strongly gummed addressed 


labels. 


Write for your free copy of 
**Speed Your Mailings.” 


gan nen nnn tent \ 
Lr OERURTRERETOE: ¢ . - 
ee Bees ae cae : 
7 : 


EUREKA SPECIALTY PRINTING CO. 
518 Electric St. - Scranton, Pa. 


For More Information Circle No. 349 
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Originated the 
Film Top Stencil 


1950 
invented the Plio-Weld 
Stencil—the film top 
stencil without glue 





Frankel continues 
as the leader by 
introducing the new 


100% 
STATIC FREE STENCIL 


Qeud, hor URW 

trial oder ef owe 
After five years of constant research, Frankel 100% Static Five -~S8 
laboratories have produced the first absolutely 
100% static free stencil ever made in this coun- Stemouls toc.ouy 
try. The Klean Write 100% Static Free Stencil is 
especially designed for use on all foreign dup- 
licating machines. Available with or without ) 
film top—in glare-pruf colors—blue, green, . You 
or white. axe ust, complotoly 
100% Static Free Stencils with film top $4.15 per | Satiafved. you. com noturur, 
quire, without film top $3.75 per quire. Quantity the odor, OL KECeue 
and dealer prices quoted on request full credit 





For More Information Circle No. 353 
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ye 
The Sheer Look...Modern Styling 


Luxurious Comfort... a// at a Budget Price! 


LUXCO Model 1020 LUXCO Model 3165 
Swivel Arm Chair 


Deluxe Secretarial Posture Chair 
$59.75 Retail. ($65.75 in Zone 2) $41.95 Retail. ($46.15 in Zone 2) 


e Excitingly new, these modern chairs combine premium quality and 
rich luxury at a price to give your customers the best buy by far! 


Vv Saddle-shaped steel seat pan with foam rubber ¥ Easy-rolling 2” soft rubber ball bearing casters 


covered by elastic Naugahyde assures comfortable for quiet, easy mobility 


correct seating posture 


\ Stamped one-piece ste el base is undercoated LUXCO eee the line with most to offer! 


for full sound insulation 


: . . Complete Line of Stands, Stee! Chair 
Write for complete information today. asain = expondy 


and Stools and a Deluxe Personal File 


BADGER inc. «ia crosse, wis. RaQ af ~ 
Export Department, 25. Beaver St., New York 4, N. Y. { oy hi P< Y 


For More Information Circle No. 201 
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Now you can 


ELA 
RIGHT READING 
PHOTOCOPIES 
IN ONE SHOT 


NEW Kenro Prismatic Head makes right reading 
reproduction quality prints to any size 


The new Prismatic Head fits in the 
recess on top of the Kenro “Vertical 
18” camera interchangeably with the 
Standard Head used for making off- 
set negatives or the Xerographic Head 
for making xerographic exposures. 
The, Prismatic Head reverses the 
image thus producing right reading 
exposures on photosensitive paper or 
film, up to 12” x 18” in size. It per- 
mits one-step production of sharp, 
right reading copy in either positive 
or negative form enlarged up to four 
times or reduced to half size. 


KENRO GRAPHICS, INC. 25 Commerce St. 


Without need for making an inter- 
mediate negative you can rapidly pro- 
duce direct photocopies (black type 
on white background) of correspond- 
ence, low-cost “‘stats” for advertising 
needs, enlargements to required size 
of photocomposition, proofs of paste- 
ups or copies of engineering drawings, 
etc. You can also make one-step right 
reading negative copies (white type 
on black background). 

Goerz lens, strong even light, precision 
controls and automatic exposure timer 
assure uniform high quality and accu- 
rate sizing on every shot. You do not 
need to be a professional cameraman 
to operate a Kenro. Complete instruc- 
tion manual shows how anyone can 
easily make line and halftone nega- 
tives, xerographic exposures and one- 
step photocopies. 

For complete information write for 
Bulletins 56 and 258. 


Dept. F-3, Chatham, New Jersey 


For More Information Circle No. 352 








2 Special ACCO 


PRODUCTS 


To Step Up 
Filing Efficiency 
“Acco-Bound Papers Are SAFE 


Papers” is as true today as 50 years 
ago. But today there is an almost 
unlimited selection of Acco products 
to insure filing efficiency in every 
department of your business. Your 
stationer will be glad to show you 
the Acco line and discuss your use of 
the newest Acco products 


The BFC Accopress Binder 


binders into a 


Makes file 
library of neatly bound and titled 
books. the BF 
standard Accopress but 
equipped with an adjustable, ex- 


your 
Similar to famous 
Binder 


pandable (up to 6”) back flap to 


provide a tight, flat indexing 


The Accopress 


Pin Prong Binder 


the 


punched sheets used in many office 


For binding marginal pre- 
machines. Available in many sizes 
in a choice of genuine pressboard 
or heavy binder board covered with 
canvas or black pebble grain cloth. 
The 


permanent file use 


binder for temporary or 

is equipped 
with an Acco Fastener having very 
narrow prongs. An indispensable aid 
to orderly, safe filing of business 


machine forms. 


surface 


regardless of the thickness of the contents 


of the binder. Economical, and ideal for 


binding all papers. 


ACCO 


PRODUCTS 
A Division of NATSER Corporation 


Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 
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New Copy-Fax X-7 formula ink was 
developed especially for Copying Machines. 
Tests proved its hi-fidelity reproduction 
quality. Performance earned it the highest 


rating in latest official copying ability study. 


Biue, red, black, and green... 


every Copy-Fax ink color reproduces picture 


perfect. Every line you write is copied 


in the sharpest detail .. . ends “fade outs” 
and missing lines, so common with 


old style ball pen inks. 


* Excellent for Thermo-Fax’'s S.N.R. (Short Note Reply) 


program...saves time for executives and secretaries. 


e Smooth flowing quality of X-7 formula ink 


makes it popular for general office work, too. 


ie 


Test Copy-Fax ink 
performance with a 
COPY-FAX PEN... the 
slim, trim writer you 
NEVER refill. Blue, 
red, black, and green 
ink. Medium Points, 
CF4059; Broad Points, 
CF 4059-B. Both 59c 


Copy-Fax blue, red, black, 
and green ink in these 
famous Micropoint 
products too... 


Fills-Any Refills .. . fit all 
ball pens. Medium Points 
CF 10, 49c 


Deluxe Retractable Pens 
.. CF 50, $1 
Refills, Medium Points, 
CF 20, 49c 


Order from stationer, or 
write for free Copy-Fax 
Pen, giving stationer’s 
name and address. 


[Mltcroromr, INC., DEPT. TO-1, SUNNYVALE, CALIFORNIA 


Creator of advanced writing instruments 


*TRADE-MARK, MICROPOINT, INC. 


For More Information Circle No. 339 
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| The “Thermo-Fax” Copying Machine 


...fastest way to copy business facts! 


It’s so fast because it’s All-Electric ...and no other copy method 
is! The amazing ‘‘Thermo-Fax’”’ Copying Machine gives you copies 
in 4 quick seconds made by a completely dry process. Exclusive All- 
Electric method eliminates all chemicals, negatives and liquids. 
Copies cost as little as 5¢ each. You save more time and money than 
you can with any other copy maker. To see this really simple way to 
copy, call your dealer. Or send coupon below for details and free new 
business communications idea book. 


MINNESOTA MINING & MANUFACTURING COMPANY 
© cccvccccecccece where RESEARCH is the key to tomorrow 


Minnesota Mining & Manufacturing Company 
Dept. ES-38, St. Paul 6, Minnesota 
al Send full details on the dry process THERMO 
J ermo ax FAX “Secretary”’ Copying Machine and my free 
copy of Better Business Communications. 


Name 


Company 
encoucr Op 
“: ““Thermo-Fax” and “Secretary” Address 
iY are 3M Company trademarks 


*e€seanc™ 


eeeeeeeereeeeeeeeeeeeeae 


For More Information Circle No. 231 
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The new 20-story 
home office build- 
ing of Mutual Ben- 
efit Life Insurance 
Co. in the Wash- 
ington Park area 
of Newark, N. J. 
Note 1000-car 
parking garage at 
rear. 


This Centralized File Dept. Is 
Both Attractive and Efficient 


HE NEW home 

building of Mutual Life Insurance 
Co. in Newark, N. J., provides for 
consolidation of separate filing sections 
into one centralized area. Heretofore 
city investment, security investment and 
agency department files were in separate 
office areas with their own filing systems. 
There was further separation in ware- 
house storage of some inactive records. 
Now all these divisions are together in 
the central records department where 
filing and abstracting of 225 different 
types of records, as called for, takes 
place. 

This area is located in the basement 
which was designed in extra depth to 
permit construction of a mezzanine 
floor. The 27,000-sq. ft. filing area con- 
tains about 3 million applications for 


20-story office 
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ALBERT S. KESHEN 


insurance, 12 million punched cards, 
company cash books, policyholders’ cor- 
respondence files, mortgage loan 
records, security investment records and 
records set aside for historical purposes, 
as well as other files. 

A considerable saving in floorspace, 
roughly estimated at about one-third 
less than in the former building, was 
made possible by increasing height of 
file stacks. For instance, the punched 
card files were formerly about 8 ft., 
now they are 10 ft. high. These are in 
the same boxes but, instead of being 
laid on the side, are now put in flat, in 
tab card units made by Record Files, 
Inc. Other space economies were ef- 
fected by using single files back-to-back 


instead of backless files and changing 
most of the 4-drawer files to 5-drawet 









































steel 
more storage 
area. 


regular cabinets which provide 


space in the same floor 
Loss files, or death claims, use a 
similar boxed storage system, arranged 
in two banks, back-to-back, each bank 
with 24” drawers. These papers were 
heretofore filed in two columns of | ft. 
banks, back-to-back, requiring 3-ft. 
aisles. By adopting the 24” drawers and 
increasing the height of the file by | ft., 
one column has been eliminated, as 
well as the middle aisle. 

Open shelf files house various records, 
mostly insurance applications, and 168 
4-drawer file cabinets were eliminated 


by transferring permanent correspond- 


Central records section at Mutual Bene- 
fit Life. Above, general agents’ reports 
files; at right, tabulating card files. 


Besse: xasmnmennient em 





Fa EE SET he 


At left: A general view of the attractive 
27,000-sq. ft. filing area. 
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ence to open shelf filing. These are set 
up in two double banks with 11 3-ft. 
shelves on each side, the banks being 
2’ ft. wide and 7 shelves high. 

For daily reports, pull-out drawer 
files (also made by Record Files, Inc.) 
are used. This improvement has cut 
down the floor area about 20% since 
the file stacks can be heightened to 
about 10 ft. To get to the top of the 
larger stacks there, as in other sections 
where they are above average height, 
stepladders are used. 

[he mezzanine overlooking the main 
central records floor combines both 
functional as well as utilitarian plan- 
ning in its design. The columns sup- 








The 500-seat cafe- 
teria dining room 
is separated from 
the serving area by 
decoratively etched 
glass screens (at 


rear) behind which 
four lines can be 
served at one time. 





Mutual Benefit’s 
mailroom showing 
pneumatic tube 
system which runs 
throughout the 
building. It re- 
quires only 58 sec- 
onds to send a 
letter, file or small 
object between the 
two most distant 
stations. 





porting the mezzanine consist of double- 
bank files holding insurance applica- 
tions. The mezzanine floor, itself, is 
used for side-width file columns of 
supplementary records. 

The company’s electronic 
machines are 


business 
housed on the second 
floor in an area designed to meet their 
particular requirements. A unique floor 
construction permits free movement of 
the machines within the department. 
Inter-office communication is handled 
with maximum efficiency by a pneuma- 
tic tube system which runs throughout 
the entire building. Letters, files and 
even small objects may be sent from de- 
partment to department in a matter of 
seconds. A communication, enclosed in 
a plastic container, is routed to any of 
the receiving stations by dialing a num- 
The conveyors cover the 


ber. entire 


building at a speed of 25 ft. per second. 

The modern treatment of the office 
areas on the first floor includes the use 
of the latest decorator-type office furni- 
ture. Shaw-Waiker desks have 
Formica tops supported by black metal 
frames. Custom-designed chairs are wal- 


walnut 


nut with persimmon Scotch leather up- 
holstery. Floors are covered with wall- 
to-wall carpeting. Walls are painted a 
warm tone and 
covered with harmonizing beige and 


sand columns are 
black wall covering. 

The larger office floors have a modu- 
lar type design which allows flexibility 
in the location of office partitions and 
utilities, such as telephones and electric 
equipment, to fit changing needs. Most 
private offices and conferences rooms 
movable steel 


are constructed of and 


glass partitions. 


A typical office area at Mutual Benefit Life Insurance Co. 
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Working Conditions of 
White-Collar Workers 
In Other Countries 











ANNA-STINA ERICSON 

Office of Labor Economics, 
Bureau of Labor Statistics, 
U. S. Department of Labor 


HE RATIO of white-collar work- 
ers to the number of workers in 
industry and service occupations is in- 
creasing in many countries. In some 
European countries, according to in- 
formation collected by the International 
Labor Office, industrial workers have 
decreased in recent years while white- 
collar workers have increased in all 
countries for which data are available. 
This expansion of the nonmanual labor 
force is an indication of the rising levels 
of economic development and a pro- 
gressive raising of standards of living. 
Both in our own and other countries, 
much of this expansion is related to 
technological advances; increases in 
banking, insurance, and_ professional 
services of many kinds, both private 
and governmental; and to the grow- 
ing tendency in all types of enterprise 
for more record keeping and more 
research. 
Many countries have legislation gov- 
erning hours of work, rest periods, 
holidays and other types of leave, work- 


80 


ing surroundings, and other conditions. 
In some of these countries, many of 
these matters are supplemented by col- 
lective bargaining agreements. Most 
striking is the extent to which countries 
working conditions for 
employees, 


legislate on 
salaried and professional 
frequently in the same legislation which 
applies to production workers. 

Whereas in the United States, execu- 
tive, administrative and professional 
employees who meet certain conditions 
are largely exempted from Federal 
wage and hour legislation, in other 
countries the standard work-week of 
many of these employees is regulated 
by legislation. In India, Ceylon, the 
Netherlands, Guatemala, Honduras and 
Ecuador, for example, legislation pro- 
vides for a standard 8-hour workday, 
but the workweek varies from 44 hours, 
as in Ecuador, to 48, as in Guatemala 
and Honduras. In Ecuador, the labor 
code, applicable to salary earners in 
private employment as well as to wage 
earners, provides that the half-day at 
the end of the week be counted as a 
full day for purposes of pay. Ceylon 
and the Netherlands provide for a 45- 
hour week. Salaried and professional 
workers are exempted from Swedish 
hours of work legislation. because their 
actual working hours are usually less 
than the statutory 48 hours relating to 
manual workers, supervisory personnel, 
office workers and other salaried em- 
ployees except shop clerks and certain 
ship officers. 

In countries where overtime hours 
and pay are regulated, legislation gen- 
erally calls for paying for overtime at 
premium rates, ranging from time-and- 
a-quarter to double time for overtime 
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worked late at night, or for work on 
Sundays, holidays or other days of rest. 
Hours legislation in Finland exempts 
persons in management posts, but ap- 
plies to other workers. Employers may 
not schedule overtime for supervisors 
for more than one hour per day or 
three hours per week for preparatory 
or finishing work. Maximum overtime 
that other employees in Finland may 
work is 24 hours in a fortnight or 36 
hours in a three-week period, up to 
200 hours per calendar year; but only 
if they consent to it. The normal work- 
week in Finnish industry is 47 to 48 
hours. Ecuador limits the number of 


overtime hours to four per day or 12 
per week, and requires that they be 
paid for at time-and-one-half, except 
that if they work between midnight and 
6 a.m. they get twice the normal rate. 
In the Netherlands, special permission 
must be obtained from the government 
to work overtime. If granted, total 


hours may not exceed ten per day or 
54 per week and overtime must be 
paid at time-and-a-half. 
illegal in 


Overtime is 
industrial establishments in 
Italy, unless ii is purely casual or of 
an exceptionally technical nature relat- 
ing to production, because it is possible 


nttinued ; pa jé 





Salaried 
employees 


Wage earn- 
Total em- ers 
ployees 


(thou- 








io cuckiiiietadeses 


Denmark 

Proportion of fac- 
tory wage earners 
to salaried white- 
collar workers.’ 
Compiled by the 
Bureau of Labor 
Statistics from in- 
formation col- 
lected from mem- 
ber countries by 
the International 
Labor Organiza- 
tion. 


1900 
1920 
1941 
1950 





Percent of 
total 
employees 


Percent of 
total 
employees 








2, 141 
2, 072 


1, 081 
1, 498 


11, 761 
13, 084 
12, 035 
13, 006 


13, 413 
15, 632 


9, 461 
10, 721 
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1, 421 
1, 606 
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1 Excludes persons ‘‘seeking work for the first time,’’ as well as the un- 
employed where their distribution between wage earners and salaried 
employees was not available. 

2? Excludes the Armed Forces; domestic servants are included as wage 


earners. 


THe Orrice—March, 1958 





Ten Hardy 
Plants for 
Offices and 
How to Care 


For Them 


RECENTLY the tending of 


NTI 
indoor plants was left to profes- 


and ladies of 
Now architects 
who omit a “planting pocket” from the 
executive suite need look to their list 
of new clients 


green-thumbers 
Victorian disposition. 


sional 


The word has spread in corporate 
circles that there are varieties of green- 
ery that will not fade away when sub- 
jected to the rigors of,a human, and 
particularly male, environment. These 
plants would, of course, prefer the na- 


tural life of green things (an evenly 


Dracena Fragrens 


food, moisture, 
light, air, and the company of other 
plants). But they appear willing to put 
up with the dry, drafty, flickering. 
lonely kind of world that men work in. 

A workable solution being tried by 
an increasing number of offices is the 
“rent-a-plant” routine, whereby seasonal 
displays are regularly maintained by a 
florist or landscaping firm. But others 
prefer to get year-round delight from 


regulated supply of 


hardy, well located plantings. 

We, present here a collection of ten 
“iron-clad” plants, each peculiarly able 
to accompany man through his hours 
of labor. The selection was made by 


landscape architect Lawrence Halprin; 
Orrict 
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Chinese Evergreen 





Fiddle Leaf Fig Philodendron Pertusum 





Snake Plant * iy Boston Fern 








the drawings are by Helen Federico. 

Landscaper Halprin does quickly ad- 

mit that even his “iron clads” will do 
better, look sleeker, when treated with 
a certain amount of respect. Respect 
includes: 
The most common death 
in the plant world is drowning. To test 
when to water, simply touch the soil. 
Water should be at room temperature 
when applied. 

Location. From the point of view of 
plant health, the best location is out of 
drafts and in soft, regular light. When 
esthetics are also considered, plants are 
best delightful, decorative 
sculpture, not as smoke screens for 
architectural deficiencies. 

Fertilizing. Since most indoor plants 
are grown in containers with inadequate 
quantities of soil, the soil is quickly ex- 
hausted of plant food. When the plant 
leaves begin to look yellowish (and if 


Watering. 


placed as 


there is no other reason for ill health), 
lack of fertilizer is most likely the cause. 
An application of a standard, commer- 
cial fertilizer once every six to eight 
weeks should bring back that healthy 
green. 

Foliage Spraying. 
spraying of the leaves is excellent in- 
surance against plant drought. Also, 
insect sprays should be used whenever 
there is reason to suspect the presence 
of insects or insect diseases. Most fre- 
quent pests: aphis, mealy bugs and scale. 

If any office occupant finds himself 
giving this much respect to his plants 
(or catches his secretary doing it), he 
may be ready to graduate out of the 
iron-clad fraternity. But if he observes 
only some of the rules, and tends to 
ignore the graceful shapes of his plants 
until a sentimental mood overtakes him, 
he would do well to stick to this list of 
They can take it. 


Regular weekly 


loyal companions. 


Aspidistra Lurida 
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Spot Carbonizing Selectively 


Transfers Data to Parts of 


A Forms Set 


HERBERT KAUFMAN 


UPLICATION of forms data may 

be attained through the use of car- 
bon paper in the traditional one-at-a 
time method; through pads with inter- 
leaved, disposable carbon sheets; or 
through spot carbonizing. Spot carbon- 
ized forms can have the carbon in 
certain predetermined areas and shapes, 
applied to the backs of single or 
multiple forms sets. The hot wax mix- 
ture is electronically controlled and 
provides non-smudging carbonization 
for as many as 17 copies. 

Each method of carbonization has its 
advantages and its disadvantages. The 
spot carbon eliminates inter- 
leaved sheets of carbon, which means 


use of 


less bulk, less handling, less storage 
space and less shipping expense for 
forms. Another important advantage 
is that of editing, since only the selected 
information is transferred to individual 
sheets of the forms set. 
complished by spotting the carboniza- 


This is ac- 


86 


tion on the back of the form in pre- 
determined areas. 

Hospitals have found spot carboniza- 
effective in standardizing their 
procedures, so much so that stock forms 
have developed for them by 
Forms Development Corp., New York. 
10-part summary 


tion 
been 


One of these is a 
report: a first sheet, a single sheet of 
carbon tissue, and a set of eight forms, 
seven of them spot carbonized to trans- 
fer specific information as needed by 
various departments. There is a master 
sheet, admission record, and copies to 
be routed to the information desk, tele- 
phone operator, director's office, attend- 
ing physician, chaplain, laboratory, 
superintendent of operating 
room, and the x-ray department 
containing its own pertinent informa- 
tion. j 

Especially easy to measure are the 
savings in time through the use of spot 
carbonized labels for multiple shipments 


nurses, 
each 
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Spot carbonization 
pattern for the 
forms on page 88. 

















to single consignees. In a case reported 
by Waldes Kohinoor, Inc., manufac- 


turer of fastening devices, the savings 


in time amounted to 81.48%. They use 
labels, bound in pads, gummed around 
the edges of the carbon to insure 
adhesion. The clerk 
as six labels from the pad, writes with 


a ballpoint on the top then 


removes aS many 


one, 
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moistens and attaches each to a pack- 
age. Under the old system, allowing an 
average of 45 seconds for addressing 
label, it took 270 
Using carbonized labels, 


each seconds to 
address six 
and allowing two seconds for detaching 
six labels and three seconds for moisten- 
ing and attaching them, the writing 
operation still requires only 45 seconds, 








SOUTH BROOKLYN SAVINGS & LOAN ASSOCIATION 
sw SHBY STREET 


BROOKLYN 1.6. ¥ 











These and the 
forms on the oppo- 
site page are part 
of the same set. 
See page 87 for 
spot carbonization 
pattern. 














or a total of 50 seconds for the whole 
operation, as against 270 seconds for 
individual addressing. 

Another typical application of spot 
carbonization is for invoices. A set used 
by William H. Zimbalist, metal stamp- 
ing firm, includes the top (customer's) 
copy, a carbonized 


tissue sheet, a 


gummed shipping label (upper portion 


88 


only), a sales department copy and a 
bookkeeper’s posting copy—all avail- 
able from one writing operation. 
Though spot carbonization is usually 
black, 


coding. For 


other colors may be used for 


example, the dividend 
deposit withdrawal stub used by Mutual 
Life New York has 
red carbonizing in the “Dividend” and 


Insurance Co. of 
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SOUTH BROOKLYN SAVINGS & LOAN ASSOCIATION 


5 WILLOUGHBY STREE 
BROOKLYN y 











XUTH BROOKLYN SAVINGS & 
sw GHBY STR 


These and the 
forms on the oppo- 
site page are part 
of the same set. 
See page 90 for 
spot carbonization 
pattern. 





OAN ASSOCIATION 
eet 














XUTH BROOKLYN SAVINGS & LO 
sw SHBY STRE 





Withdrawal” and 
black in the “Balance” area. On a 60- 
day conditional receipt form, MONY 
uses black carbonization for transferring 
to the duplicate sheets the name of the 
insured person, date and name of the 
underwriter. Another form, which re- 
quires different information to be trans- 


“Interest or areas; 


ferred to each copy, has interleaved 
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tissue sheets that are spot carbonized. 
This is a four-part application ticket. 
The top sheet is retained by the agency; 
the second underwriting data sheet has 
space for recording by the home office 
and not to be duplicated; the third is 
an application follow-up card and 
duplicates only the application number, 


name of agency and the name and 


89 























Spot carbonization 
pattern for the 
forms on page 89. 











address of applicant for insurance (but 
has space for recording other data); 


the fourth, a home office index card, 


duplicates the identifying information 


of the previous sheet and is detached 

for use as a ticket (see page 94). 
Although _ spot 

especially useful for its versatility and 


carbonization is 
selectivity, it is also being used exten- 


90 


sively for simple duplication. It saves 
time that would otherwise be used for 
interleaving carbon paper. It protects 
hands against carbon staining and pre- 
vents smudging of records. It cuts the 
time spent in washing hands, which can 
be translated into dollar savings in this 
era of high clerical costs 

Restaurants and clubs use the simple 
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* Here it comes! . . . the barrage of questions that only the figure 
Getting facts 


up to the minute and accurate) can answer. Burroughs 


the Facts Sensimatic gives you a comprehensive, consolidated picture of all 


your firm’s activities at all times—real Management Control! 


4/l the facts and ail the figures about your business 
These you must have, day in, day out. For they deter- 
mine the decisions—momentous and policy-establish- 
ing decisions—that management is called on to make 

Burroughs Sensimatic accounting machines are 
specifically engineered to provide you with a sweep 
ing, consolidated picture of your true business condi 
tion. On receivables, for example. On production. On 
sales and inventory. Payroll. Disbursements. (To do 
so accurately, too—and right now.) 

Certainly you'll find the Burroughs Sensimatic—with 
its emphasis on Management Control—worth inves- 
tigating. Just call our nearest branch office. Or write to 
Burroughs Division. Burroughs Corp., Detroit 32, Mich. 


maeesesss 
eeeessest 


For More Information Circle No. 355 


Burroughs Sensimatic _» 


“Burroughs” and ‘‘Sensimatic’’—T Ms. 





Plate costs are only I° 
out of every litho job 


dollar, so buy the best! 





6M Photo Offset Plates 


THIS 1S IMPORTANT: On the average litho job, plate costs are only 1¢, 
material costs are fixed at about 34¢ and time, the biggest cost, takes 65¢ of 
every litho dollar. In this important area of time costs, completely-standardized 3M 
Plates pay off for you. 100% consistent, 3M Brand Plates eliminate -costly vari- 
ables in processing, makeready and on the press. Buy the best—3M Plates—and save! 


3M" is a registered trademark of Minnesota Mining and Manufacturing Co., St. Paul 6, Minnesota. gf % 
General Export: 99 Park Avenue, New York 16, N.Y. in Canada: P.O, Box 757, London, Ontario 


“Caeanc™ 


For More Information Circle No. 354 
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form of spot carbonization, where all of 


the same information is recorded on 
both original and duplicate. The ad 
vantages of time-saving and 


from 


freedom 


smudged fingers are obvious, 


especially during rush periods. The 
credit plans and 
expense accounts has brought a demand 
for duplicates of bills, and spot car 
bonized pads are useful for this purpose 

Municipalities are turning to greater 
use of spot carbonization. A water bill, 
for example, provides for quarterly pay- 
ments with the entire year’s charges on 
one set of forms. 


widespread use of 


The clerk writes the 
customer’s name and address on the top 
sheet, and it appears on three copies 
[he current meter reading is written on 
the statement 


before its submission to 


the customer and, through spot car- 
bonization, it appears also on the next 
sheet under the heading “previous read- 
ing.” At the end of the year, the con- 
sumption of water for the four quarters 
is shown on the last copy 

As business procedures become more 
for forms in- 
Bernard Rice, 
head of Forms Development Corp., spot 
carbon will 


complex, the demand 


creases. According to 
applications continue to 
rise. The system is being used exten- 
sively today for air, bus and railroad 
travel tickets, telephone receipts, state- 
labor tickets, vouchers, insur- 
bills, shipping labels, maturity 


ticklers, vouchers checks, rent receipts, 


ments, 


ance 


bank forms, route sheets, bills of lading, 
invoices and tax forms. 





This four-part form of Mutual Life Insurance Co. of N. Y. eliminates four separate 
typings through spot carbonization. Set includes the agency’s copy, underwriting copy, 
smaller application card and home office index card. Only certain portions of the data 
typed on the original will appear on the other three copies. 


94 
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Here is extra assistance 
for a harried office manager 


Are you harried like this office man- 
ager? Are you still looking for a way to 
reduce complaints from management 
and employees? Here is how you can 
help keep personnel at maximum effi 
ciency, even in crowded areas and de- 
spite increased work loads. Your office, 
like many others, will be a better place 
to work when Airkem is used to kill 
cigarette smoke odors and other causes 
of stuffy air. 

Airkem kills odors and leaves 
the air smelling clean and fresh. It 
is designed to give the indoor air a 
bright, fresh atmosphere that helps 


Specialists in Odor Contro! 


keep employees alert and efficient. 
Your office can be equipped with 
Airkem units at low cost—without in 
convenience. The equipment is incon 
spicuous, In fact, one unit is built into 
an ash tray. 

Airkem odor controls are installed 
and serviced regularly by trained spe 
cialists. Units are available for use 
with or without air conditioning 


 Sanlentanientantententententaetententantententents 


AIRKEM, INC. 
241 East 44th Street, New York 17, N. Y. 


Please send me details on Airkem equipment for 
office use 


Name 
litle 

Company 
Address 


City Zone_ 


For More Information Circle No. 345 





An Iron Foundry’s 
Computer Applications 


DANIEL C. LEWIS, Controller, Lynchburg Foundry Co., Lynchburg, Va. 


LTHOUGH Lynchburg Foundry 

Company’s primary objective is to 
produce quality precision gray iron 
castings and cast iron pressure pipe, it 
—like all business enterprises—is a high 
volume producer of paper, which 
records its sales, production, costs, 
financial, personnel and other informa- 
tion. 

The expression of these accomplish- 
ments is usually in numerical terms such 
as dollars of sales, tons of production 
and hours of work. It is obtained only 
after quantities of facts, such as time 
reports, tickets 
shipping sheets are processed. 

This processing of data had been 
performed by _ utilizing typewriters, 
adding machines and calculators. The 


storeroom issue and 


eee o 


growth of our company, with its re- 
sultant increase in data to be processed 
and the competitive need for informa- 
tion which would be otherwise im- 
possible or prohibitively expensive to 
obtain, necessitated our interest in an 
electronic computer. 

Beginning in late 1955, an informal 
committee consisting of the manager of 
manager of standards, assistant 
manager of standards, and controller, 
spent more than full man-year 
studying the need to change our manual 
data processing 
mechanized one. An early conclusion 
reached by this group that the 
speed of an electronic computer was 
necessary to perform the complicated 
and multitudinous computations re- 


costs, 
one 
more 


system to a 


Was 


Samuel W. Inge, tabulating supervisor, putting a program panel into the Univac computer 


at Lynchburg Foundry Co. 


96 
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Failures in business data processing 
...and how to avoid them 


A COURSE FOR EXECUTIVES BASED ON A FRANK 
EVALUATION OF BUSINESS EXPERIENCE WITH COMPUTERS 


Baltimore, February 10-14 
Minneapolis-St. Paul, March 3-7 
Seattle, March 10-14 

San Francisco, March 17-21 

Los Angeles, March 24-28 

New York, March 31-April 4 


A case by case analysis of what has real- 
ly happened in computer installations. 


\ step by step program to guide you 
to real profit through automatic data 
processing. 


Automatic data processing has received 
much publicity, but many of its promised 


THE MANAGEMENT SCIENCE TRAINING INSTITUTE is the 
educational division of JOHN DIEBOLD & ASSOCIATES, INC., 
leading professional management consulting firm special- 
izing in the business use of automatic data processing. 
Training of client personnel has always been a major 
part of the John Diebold & Associates, Inc., consulting 
method, The MANAGEMENT SCIENCE TRAINING INSTITUTE 
combines this practical experience in data processing 
and personnel training with specially prepared course 
material to bring you sound, valuable help in developing 
automatic data processing personnel within your own 
organization. The Institute also provides specialized 
courses ahd in-company classes. For further information, 
write: 


ff JOHN DIEBOLD & ASSOCIATES, INC. 


Management Consultants 
40 Wall Street, New York 56, N. Y 


Chicago, April 7-11 
Atlanta, April 14-18 
Houston, April 21-25 

St. Louis, April-28-May 2 
Washington, D.C., May 5-9 
Detroit, May 12-16 


Boston, May 19-23 
Buffalo, June 2-6 
Cincinnati, June 9-13 
Pittsburgh, June 16-20 
Hartford, June 23-27 


achievements have not materialized. This 
course examines the reasons behind these 
failures and indicates what can be learned 
from the mistakes of others. The program 
has been prepared by John Diebold & Asso- 
ciates, Inc., specialists in automation and 
automatic data processing. It is based on 
their unmatched experience in the field. 


With this course you receive: Three vol- 
umes of specially prepared course man- 
uals, beautifully bound and boxed. You 
also receive: Equipment data sheets, 
original detailed case studies, Personne! 
Selection Kit, six month subscription to 
ADP Newsletter. 


Management Science Training Institute 
A o1V ™ OF 1" DIES aA ATES, iN 
40 Wall Street, New York 5, N. Y 
Gentlemen: Please send me a detailed program of the coursé¢ 
Failures in Data Processing and How to Avoid Them 


For More Information Circle No. 358 
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THE OFFICE 





a 6 
ae GEG 


to me ever again! 


“That's what I told myself the 
last time they raided the Account- 
ing Department, and had half my 
high-priced staff stuffing envelopes 
decided, 


as comptroller of this company, 


a whole afternoon! ...1 
our mailroom needed a PB Mail 
Inserting Machine. Now there’s no 
longer any reason for disrupting 
my department—and we've also cut 
our mailing costs considerably.” 
“3100” 


Machine is a major convenience for 


PB’s new Mail Inserting 


mailings of a few hundred or few 
thousand—and a major economy 


PITN 


~ 
Duell 
ciemenell 


Seinen 
A steal 
w 


They can't do this 


9°? 


for all large mailings. It gathers, 
nests, and stuffs in envelopes as 
many as four varied enclosures... 
closes, seals and stacks—as fast as 
eight trained workers! Saves up to 
$7 per thousand pieces, permits 
better scheduled mailings and more 
mailings to promote your product 
or service. An optional postage 
meter machine provides preferred 
metered mail postage —or alterna- 


tive postage. Call the nearest 
Pitney-Bowes office for details. Or 
send for free illustrated booklet 


and user case studies. 


EY-BOW ES 
Ma 1] [Insert 


Made by the originator of the postage meter.. 


ting Machine 


. leading 


manufacturer of mailing machines, 107 branch offices with service 


coast to coast in the l 


1. S. and Canada. 
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ADVANTAGES 


4@ Speed —adjustable to the job; maximun 
6,000 an hour. Available in 1-to-4 
} station models. 
@ Accuracy—automatic detection of 
errors at each feeding station, prevents 
mutilation and faulty inserting. 
@ Simplicity of setting—can he adjusted 
to any job in minutes, without special 
tools or skills. 
@ Feeding—electrically-timed 
pick-up rollers handle wide variety of 
material including invoices, checks, 
letters, booklets, tah cards 
however punched, etc. 
@ Ease of operation—al/ controls handy 
on one side of the machine. 
@ Versatility—handles widest range of 
envelope sizes—from 6 by 34 inches up 
to 12 by 6 inches; even nests enclosures 
inside one another while inserting. 
@ Compact design—with straight-line, self 
centering feed; all moving parts enclosed. 
@ Preferred metered postage—(/st or 3rd 
class) is provided by an optional hookup 
with a PB postage meter. 
@ Backed by Pitney-Bowes service from 
107 branches, coast to coast, in the 
U. S. and Canada. 


ee ne 


j PitNey-Bowes, INc. 
3455 Crosby Street, 
y Stamford, Conn. 


Send illustrated booklet on “3100” Mail 


Inserting Machine, and case studies 


I Name 


| Address 


For More Information Circle No. 415 
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Creating punched cards from time and 
production reports. 


quired to produce the hourly payroll in 
time to meet the weekly payroll dead- 
line. 

Yet, this one application was esti- 
mated to require only approximately 
25% of the available computer time 
on a one-shift This conclusion 
expanded the considerations of the 
committee to include the company-wide 
flow of information. 

Our 


basis. 


deliberations indicated that it 


Removing printed punched cards from the 
interpreter. 


100 






data 
Lynchburg, and 


was desirable to establish a 
processing center in 
that such a center could begin to effect 
company after the 
its Operations by 


economies for the 
first 
preparing the payroll and cost distribu- 
tion information. The findings of this 
group culminated in a recommendation 
by the controller to the executive com- 
mittee that an electronic computer be 


two years ol 


leased and a data processing center 


established. Authorization for the in- 


stallation was made in May 1956. 





Verifying the punched cards. 


Any company which makes a deci- 
sion to establish a processing 
center utilizing an electronic computer 
is immediately faced with the question: 
“Should we hire an engineer or scientist 
to handle the computer operations, or 
should we train our own personnel?” 
We concluded that the best way to 
obtain a successful computer operation 
was to take someone who had a good 


data 


knowledge of the foundry business and 
train him in computer operation rather 
than take an expert in computer opera- 
tion and train him in the operation of a 
March, 1958 
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STANDARD INTRODUCES 
AMAZING REVOLUTIONARY ELECTRO FEED 
IN A GREAT NEW LINE OF FLUID DUPLICATORS 


THE ROCKET 


Operator skill in fast, accurate hand 
feeding of forms is made unnecessary 
by this Electronic Feed Duplicator. This 
skill has been built into the machine cient. Continuous action Forwarding Rolls instantly 
itself. It is almost unbelievable, yet a advance paper to Registration Rolls (not shown), 
heet of de d i As paper passes Contact Blades; it interrupts cur- 
mere sheet of paper, a en casually rent, starts Registration Rolls, then Duplicator 
or even carelessly, will activate the SRM MCC MCC OC Msc OCMC rs 
duplicator for perfect copies in precise practical size form sets duplicator in motion. 
registration. Electronic Feed actually 
corrects operator errors in feeding. So fast is its action, a speed of 100 copies or 
more per minute in exact registration can be attained, even by an inexperienced 
operator. Model E14E-P above, revolves, lets you choose the operating position 
you prefer, front feed, side feed, etc. Write for free brochure. 


STANDARD DUPLICATING MACHINES CORP. 


EVERETT 49, MASS. 


For More Information Circle No. 356 
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Golden Touch. 


TOPS ALL ELECTRICS IN FEATURES! 





Never before such speed, such golden ease... 





Golden-Touch Electrics 












offer 16 more cost-saving Golden-Touch 
features than the next Portable 
best electric. Extra-sharp 

spelt : Speeds work 
carbons, distinctive type ' 
styles for you. Wonder- everywhere! 
fully easy touch and dec- 
orator colors for her. Ask GeldeucBeock 
for the demonstration that 

Standard 

proves Golden-Touch su- a 
periority in every electric World’s lightest 







feature. Look for Under- standard touch! 
wood in the Yellow Pages. 


underwood 33.2225 


For More Information Circle No. 418 
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order. 


in numerical 


Sorting the cards 


foundry. We were fortunate in having 
pay- 


such a person available in our 
master. 

[he same thinking applied to the 
required to convert time 
reports to punched cards utilizing key 


punch machines. 


personnel 


The girls who were 
currently preparing the weekly hourly 
payroll had gained considerable knowl- 
edge of the foundry’s operation and, to 
preserve this valuable experience, it was 
decided to train them to operate the key 
punches rather than try to 
perienced key punch operators in our 


train ex- 


business. 

The training of LFC’s personnel was 
accomplished both by 
schools operated by Remington Rand 
York, Lat, 
and on-the-job training. manager 
of standards, 


attendance at 


schools held at 
The 
manager of 
standards, and the controller attended 
a Remington Rand school which was 
primarily with planning, 
organizing and installing record keeping 
procedures and controls for manage- 
ment. The paymaster and manager of 
attended a two-week school in 
New York for supervisors of new punch 


in New 


assistant 


concerned 


costs 
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card installations dealing with a review 
of machines and their application, and 
the organization and management of a 
computer installation. 

A seminar in computer programming 
Lynchburg by a 


repr esentative 


conducted at 
Remington Rand 
that company also furnished an instruc 


was 
and 


tor for training our personnel in key 
punching, which on-the-job 
training with many 
punch exercises and creation of master 
cards such as payroll deduction cards 
Simultaneously 


included 
hours of key 


and personnel cards. 
with the training program, the com- 
puter committee was analyzing what 
information had to be put into the 
computer to derive the weekly payroll 
and labor distribution for cost purposes 

On the surface this may seem to be a 
relatively simple task; however, here are 
the problems involved. AI- 
computer 


some of 


though an_ electronic can 


process either alphabetic or numerical 


Setting up the printing tabulator. 

















“WHY | LIKE MY NEW 
Contoura-Matic” 


PHOTOCOPIER 














“IT’S SO COMPACT AND 
EASY TO OPERATE.” 


COLORED PENCIL NOTATIONS.” 


“COPIES EVERYTHING—EVEN ig 





“THIS DISPOSABLE CHEMICAL 
CARTRIDGE MEANS NO MORE MIXING.” 











e Least expensive 
automatic. Weighs 

only 12 Ibs. Takes 42 

the space of a 

typewriter. Write for folder. 




















Contoura-Matic 


F. G. Ludwig, Inc., 1202 Coulter St., Old Saybrook, Conn. 
For More Information Circle No. 360 
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data, punched card processing time on 
auxiliary equipment is usually faster 
when a numerical language is utilized. 
Thus, it was decided to limit the use of 
an alphabetic language to that portion 
of the data processing involving the 
actual writing of checks and payroll 
registers. Therefore, it was necessary 
that each employee be assigned an em- 
ployee number. To identify where work 
was performed and the cost of it, a new 
chart of accounts had to be devised to 
show department number, cost center 
number, type of expense (such as direct 
labor, indirect labor, repair labor or 
specific stores items); and all product 
classes had to be coded. 

While the preceding was a _ huge 
undertaking, the most time consuming 
and mentally teasing task was that of 
trying to anticipate all of the different 
possibilities which could occur under 
our wage incentive system, which in- 
volves employees working individually, 
working in groups which remain con- 
stant, and working in groups which vary 
during the day depending upon the 
particular patterns being processed. For 
instance, although an employee may 
work at a $1.50 per hour straight-time 
rate, it cannot be assumed that his over- 
time (time-and-a-half) rate is $1.50 
plus $.75, or $2.25, because, if he has 
performed an operation at a higher than 
normal rate of production and thus 
earned incentive premium, his effective 
straight-time rate would be in excess of 
$1.50 per hour. Therefore it is neces- 
sary to determine an employee's total 
straight-time earnings for a week in- 
cluding premium and. divide _ this 
amount by the number of hours that he 
worked to derive his straight-time rate 


% 


Ea 
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COMPUTE STRAIGHT 
AND OVERTIME PAY 


a 


canned GROSS PAY CARDS 


EARNINGS 
TO DATE 





COMPUTE NET PAY 


The Weekly 
Payroll 
Procedure 


MERGE NAME CARDS 


TABULATE 














PAYROLL PAYCHECKS 
REGISTER 


for that particular week. One-and-a-halt 
times the current week’s_ effective 
straight-time rate, times the employee's 
overtime hours, is equal to his overtime 
pay, which must be added to his total 
straight-time earnings to determine his 
gross earnings for the week 

While the pre-installation planning 
programming and training were in 
process considerable thought had to be 
given to the physical location of the 
computer. Fortunately, in the summer 
of 1956, our company had consolidated 
its physical and chemical laboratories 
n one location, and this made available 
space in the plant office building. The 
space was renovated to provide adequ- 
ate zoned air conditioning for the com- 
pute! 

Our computer was delivered in mid 
November 1956, and approximately 
two weeks were required for the manu 
facturer’s personnel to check it and its 
auxiliary equipment to ascertain that it 
had arrived in good condition. After 
this check-out it was necessary to test 
the panels which had been wired to give 
instructions to the computer to deter 
mine whether or not they had been 
properly programmed 

The transition of our Lynchburg pay- 
roll to the computer was begun by 
running a_ parallel system for one 
department in the plant—the payroll 
for a particular pay period being com- 
puted by manual methods and the same 
payroll. being processed on the com 
puter. This first run of the payroll was 
the crucial test as to the accuracy of 
the pre-installation planning. Fortu 
nately, only some minor items devel- 
oped which had not been anticipated 


In successive weeks, additional depart 
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/f you’re looking for an office duplicator 
that’s different... 


one that will produce the variety of forms 


your business requires. . . 


one that turns out quality work without 
a genius at the controls... 


one that’s fast because it helps anyone make 
setups and changeovers quickly ... 


you'll be interested in the PHOTOSTA T 


Masterlith orFstt DUPLICATOR 














The Masterlith Offset Duplicator, Standard Model 1115—specificaily 
designed for more efficient handling of paper work in business 


You'll be interested in the Masterlith 
because it’s fast, easy to operate, versa 
tile and complete 


Fast The Masterlith turns out repro 
ductions of consistent high quality at 
speeds up to 7200 pieces an hour. But 
the greatest savings in time come be 
cause it’s so easy for the operator to 
change sizes and types of work quickly 
Many adjustments that have to be made 
manually on other duplicators are auto 
matic in the Masterlith 


Easy ...The Masterlith is designed for 
operator convenience. There are fewer 
manual controls—all grouped on one 
side. They all make sense. All move to 
the right for start, or more; to the left 


for less, or stop. The machine is easy to 


AOR Ok BOOM Misicriith 


DUPLICATOR 


operate without special skills... without 
tools. Styled by Raymond Loewy, it’s 


even easy to look at 


Versatile The Masterlith is ideal for 
bulletins, price lists, forms, cards, cata 
log pages—anything that calls for good 
reproduction in runs of 10 copies or 
10,000—or more. It can simplify systems 
paper work, produce any kind of printed 
communication with professional quali 
ty. No other office equipment of this size 
provides the same control of paper, the 
same exact balance of ink and water that 
make Masterlith reproduction so good 


Complete ...The Masterlith is not only 


capable it's complete. It reproduces 
photographic illustrations very well, and 


is ready—without “‘extras’’—to do fine 


color work. (This piece you’re looking 
at was produced on a Standard Master 
lith—without any “attachments.”) No 
other duplicator makes it so easy to 
change color—in two minutes. 





FIRST DRAFT TELEViston 


ATTIRE LT 


The Photostat Masterlith 1115 handles any stock from 11-pound 
manifold to 2-ply card stock, in any sizes from 3 x 3 to 11 x 15 inches 


The only way to appreciate the Masterlith’s ability and ease of operation is to 
see it work on jobs like yours. 


You can use this postage-paid card to get a demonstration at the Photostat 
Corporation Sales and Service Office in your city. 


PHOTOSTAT CORPORATION, Rochester, N. Y. 


[_] | would like a demonstration (without obligation) of the PHOTOSTAT Masterlith Offset 
Duplicator. 


Name 
Company 
Address 
City Zone State 


[_} Send more information about the Photostat Masterlite Combination Arc-Light Vacuum 
Frame. 


PHOTOSTAT is tHE TRADE MARK OF PHOTOSTAT CORPORATION 





PHOTOSTAT 


Masterlite 
COMBINATION 
ARC-LIGHT 
VACUUM FRAME 


To make really good offset plates, you 
need an arc-light and a vacuum frame. 
The new Masterlite provides both in 
one attractive, compact combination. 
This counter-top unit, only 43”x15”, in- 
cludes a 12”x18” tilt top vacuum frame, 
a standard size carbon arc-light, and a 
control panel—complete, convenient. 
It’s easy to operate. The distance be- 
tween the arc-light and the vacuum 
frame is always the same; the timer 


PRICE COMPLETE, $325 


exposure automatically. All 
the controls—vacuum switch, manual 
or automatic arc-light control, timer, 
and carbon-control knob—are arranged 
to make the job easy for the operator, 
whose eyes are shielded from the light. 
The Masterlite plugs into any stand- 
ard convenience outlet. With it and 15 
minutes’ training, anyone can make 
good offset plates every time. The card 
below will get you a demonstration. 


ends the 


Behind the Masterlith, the Masterlite, and their complementary plates 
and supplies, stands the service of the Photostat Corporation. It assures 
you continuing enjoyment of the advantages of these superior products. 





FIRST CLASS 
Permit No. 2769 
Sec. 34.9, P.L.& R. 
Rochester, N.Y. 














BUSINESS 





REPLY CARD 


No Postage Stamp Necessary if Mailed in the United States 








POSTAGE WILL BE PAID BY 


PHOTOSTAT CORPORATION 
P.O. BOX 1970 
ROCHESTER 3, N.Y. 





ments were converted to the computer 


and, by the end of the year, the entire 
Lynchburg plant had been converted 
for payroll purposes. 

The application of our Radford, Va., 
plant payroll to the computer, instead 
of being prepared manually at Radford, 
posed the problem as to the most ad- 
vantageous way of communicating the 
information on time and production 
tickets to the data processing center. 
Our solution to this problem is the use 
of private wire service and five-channel 
tape. This entails an operator at Rad- 
ford using a teletypewriter to create the 
five-channel tape which is transmitted 
to Lynchburg. At the time of trans- 
mission, a copy of the information 
being transmitted is made at Radford 
so that the payroll clerk there may 
verify the information transmitted. 


When this information is received in 


Lynchburg, the teletypewriter creates a 
punched paper tape, and this tape is 
fed into a tape-to-card machine which 
automaticaily punches the holes in the 
cards. Thus the procedure is the same 
except for the creation and verification 
of the punched card. 


At present, our data processing 
center is being utilized to obtain the 
following information: weekly payroll 
for Lynchburg and Radford plants, 
earnings-to-date records for individual 
employees, analysis of labor by depart- 
ments, labor distribution for 
accounting purposes. 

Naturally, F.1.C.A. reports and W-2 
withholding statements are a by-product 
of individual earning records. In addi- 
tion to this information,. the salaried 
payroll has been converted to the com- 
puter, and a personnel job applicant file 


cost 
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Signing and bursting continuous form 


checks. 
is maintained for the rapid location of 
persons with particular skills 
experience. 
There are 


and 
many areas of data 
processing in our foundry which could 
be converted to the computer. How- 
ever, while the computer may be able 
to perform these functions, it is not 
always economically feasible to con- 
vert them to a computer operation. 
Therefore any statement as to where 
the computer may be five years from 
now is purely conjectural. However, the 
probable sequence of applications to 
the computer will be as follows: 

There are between 150 and 300 
materials requisitions from the store- 
room handled daily, involving up to 
1000 items. The creation of a punched 
card for each item requisitioned could 
result in several advantages. The data 
processing center would be a total quan- 
tity used, by items; to obtain the stores 
distribution for cost accounting pur- 
poses; to provide information to the 


maintenance department concerning 


107 





Preparing tape at 
the Radford plant 
for transmission by 
teletypewriter to 
the data process- 
ing center in 
Lynchburg. 


repair parts for the various pieces of 
equipment in the plant; and to provide 


better control by the foreman over a 


rather large item called “miscellaneous 


stores.” 

With labor distribution being made 
by punched card, and the stores dis- 
tribution using punched cards, it would 


be natural step to make the cost 


accounting distribution by computer, 


since most of the information would 


already be in card form. Other possible 
uses include property records which 
would enable us to determine the capi- 
tal invested by cost centers, the invest- 


ment in various’ classifications § of 


equipment, the rapid computation of 
depreciation by the declining balance 
method, and the allocation of deprecia- 


tion to cost centers 


It would be possible to make an 
analysis of LFC’s 
Pipe Sales Department, as to the type 


customers for the 


of customer, the area in which sold, the 


size of pipe, the type of joint, class of 


pipe, and coating of pipe. Naturally this 


would be tied in with the pipe order 
backlog. Thus our computer will even- 
tually handle a tremendous amount of 
computation, 
routine work and giving them an oppor- 
to exercise creative, productive 
the kind of thinking that is 


freeing employees from 


tunity 
thinking 
bailiwick of any 
computer's 


characteristic approaching super- 


entirely outside the 


computer. An_ electronic 
only 
never to be 
From The 
publication of 
©1957. 


human ability is its ability 


with routine work 
Iron Worker, 


Lynchbure Foundry Co.., 


bored 


company 


The teletypewriter 
(right) in Lynch- 
burg and the tape- 
to-card punch 
(left). 
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What’s 
happening in 
Mrs. Martens’ 
department ? 





The Marchant calculator demonstration the girls wanted 


... to see for themse/ves how much easier a Marchant is to operate 


To their amazement, they’re finding out how quickly and 
quietly a Marchant delivers their figurework answers — 
and how easy this handsome calculator is to run. 


The girls are also learning that on a Marchant every 
number touched appears in one of three dials, not just the 
keyboard. They have continuous visible dial proof of all 
entries—and of all results. 

This accuracy control and simple, easy operation mean 
that anyone in any office — large or small — can turn out 
fast, accurate figurework. 


TAKE YOUR CUE FROM MRS. MARTENS—MAIL THIS COUPON TODAY 


MARCHANT CALCULATORS nc 


MARCHANT CALCULATORS, INC. - OAKLAND 8, CALIFORNIA 


| 
| ] You may have the Marchant Man arrange to demon- 
| strate a Marchant calculator on our own figurework. 
| Absolutely no obligation on our part. 
High Speed | 
Automatic | 
Marchant 
Figurematic | 


Please send me free descriptive literature on Mar- 
chant calculators 0-3 
O 


Modern Management Counts on Marchant | 





For More Information Circle No. 357 
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Planning the Office Eating Place 


KENNETH H. RIPNEN, Kenneth H. Ripnen Co., New York 


ATING FACILITIES for office 
E employees today range all the way 
from equipment 
food vending machines to large scale 
cafeterias restaurant service with 
the latter requiring costly space, design, 
maintenance and operation considera- 
tions for full kitchen facilities and the 
personnel that goes with it. Regardless 
of how modest or elaborate the facility 
is, its location and planned layout is of 
major importance. 


coffee-making and 


and 


These considerations require space 
pre-planning and coordination with 
other space areas in the office by the 
His will produce 
what is functionally best for the office 


architect. analysis 
location of coffee break equipment and 
food vending machines with or without 
serving counter. His studies will confirm 
why a hotplate service, full scale cafe- 
teria or executive dining room should 
be housed in so many square feet and 
in a particular location. His space and 
location recommendations will be based 
on the important considerations of extra 
power needs for stoves, refrigerators, 
air conditioning, lighting, ventilating 
other kitchen devices, 
expansion of the service and the loca- 
tion of the entire project so that it does 
not destroy pre-planned office space or 


fans, electrical 


office building expansion. 

The architect will advise on plumbing 
for the supply of hot and cold water, 
and disposal of waste water; the neces- 
sary ventilation for the disposition of 
extra heat generated from broilers and 
ovens, other structural 


and on many 


that 
from the installation of eating facilities. 

Certainly in suburbia, the trend 
toward cafeterias in the office building 


and mechanical elements arise 


is growing daily. Outside eating estab- 
lishments are many times not adequate 
and there are not always enough of 
them to accommodate large employee 
groups on lunch periods. 
capable of seating several hundred em- 
ployees are thus becoming more and 
more an important part of the planned 
layout for the office in a suburban 
location. A case in point is the new 35 
x 60 ft. dining room in the recently 
completed Behr-Manning office build- 
ing in Watervliet, N.Y., near Albany. 
In this new two-story building, the 
executive dining room with a seating 
capacity for 60 can be fully serviced. (A 
company 
pany employees is in an adjacent free- 
standing building.) 


Cafeterias 


cafeteria servicing all com- 


Annexed to the dining room is a 
serving pantry equipped with stainless 
equipment and washable wall 
covering. It includes a waiters’ pantry, 
service pantry, office for dining room 
manager, storage facilities, sinks, freez- 
ing compartments, a Bain Marie (food 
warming unit), cooking ranges, broiler 
and refrigerators. This facility allows 
for a varied menu. However, full 
course, specially prepared hot meals 
are cooked in the kitchen of the em- 
ployee cafeteria in the other building, 
brought to the executive dining room 
and kept hot until served. 


steel 


Layout considerations included plac- 
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PHOTORAPID INTRODUCES THE GREATEST 
.. THE LATEST PHOTOCOPYING MACHINE! 


reproduces anything 
the eye can see in actual, 
reduced or enlarged sizes! 


This precision instrument copies 

anything, makes color separations, 

negatives for offset plates! It reduces 

| to 3, enlarges 1 to 2 (originals up to 26” x 37” 

» and with special copy frame to 4614” x 6614"). 

So easy to use that anyone can operate it by merely pressing 

a button. One motion sets the action... the light goes on. . . exposure 
takes place, exposed paper is automatically transported and cut, then 
falls into container. All in a matter of seconds. Simultaneously, 
Photoclark’s counting device shows number of copies made. One roll of 


negative paper or film will furnish 588 copies, for pennies per copy. 


PHOTOCLARK combines Accuracy, Speed, Permanency & Economy 

Ideal for advertising agencies, aircraft manufacturers, engineers, banks, insurance 
companies, etc. 

e PHOTOCLARK is 5 ft. 4” high and 4 ft. 10” wide... needs no special installation, 
plugs in like ordinary lamp. @e By removing lens you can insert microfilm camera 
and use PHOTOCLARK for microfilming. @ Special book copying device makes 
it possible to reduce or enlarge any portion or page without damaging book. 
e PHOTOCLARK uses 360 mm, 1:9 Apo Ronar lens. 

Our PHOTORAPID representative will be happy to give you a demonstration. 
Your inquiry will bring you important illustrated literature. Write or call: 


PHOTORAPID OF AMERICA, INC., 320 Broadway, New York 7, N.Y. 


For More Information Circle No. 209 
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John F. Nash, Vice President—Operation, New York Central System 


“Moore forms help us locate freight 
automatically” AUTOMATED CAR REPORTING GIVES 


NEW YORK CENTRAL 24-HOUR CONTROL OF ROLLING STOCK 


New York Central recently introduced 
an electronic Car Reporting System. a 
specially designed network utilizing 350 
Teletype machines that links 67 Cen- 
tral freight yards with information 
service bureaus at New York, Cleve- 
land, Indianapolis and Detroit. The 
system provides accurate. complete in- 
formation on some 52,000 cars—within 
minutes. This improves yard efficiency, 
speeds train operation and gives ship- 
pers valuable delivery information. 
As a train enters a strategic Central 
freight yard, a card with content, desti- 
nation and traffic information is punched 
for each car. then fed into an IBM card- 
to-tape machine. This information is 
transmitted, by tape, to the service bu- 
reaus, retransmitted automatically to 
interested freight yards. There the tape 


Build control with 


is automatically reproduced and con- 
verted into cards in train sequence. 
These are changed as Cars are added 
or removed from the train. A new tape 
is made, then sent on the network again. 
Each transmission prints a ‘consist’ of 
the train on a Moore Speediflo. It is 
the road’s control in print. 


The Moore man helped with scientific 
design and manufacture of the multi- 
part Speediflo and other forms used in 
this Automated Data Processing system. 
If you would like examples how Moore 
helped improve other systems write on 
your Company letterhead to the Moore 
office nearest you. ° 
Moore BUSINESS Forms, INC. Niagara Falls, 
N. Y., Denton, Tex., Emeryville, 

Calif. Over 300 offices and fac- 


tories across U. S., Canada, Mex- 
ico, Caribbean, Central America. 


£ 


et i ; 
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The executive dining room in the recently completed Behr-Manning home office building 
in Watervliet, N. Y., is 35 x 60 ft. and seats 60 people. Its two sets of multi-fold doors 
provides three individual dining or conference rooms when needed. The rural location 


necessitates complete eating facilities. 


An annexed kitchen provides varied hot plate 


and cold plate service. Full course hot meals are brought over from an adjacent build- 


ing which houses the large employee cafeteria. 


ing the serving pantry adjacent to the 
company board room and to the dining 
room. Entrances via foyer are provided 
to the board room and to the dining 
room directly from the serving pantry. 
The dining area also was designed so 
that three individual conference rooms 
could be quickly made out of the one 


large dining room by use of multifold 


doors. 

A company with offices located in a 
city skyscraper, unlike the suburban 
office, usually has reasonable and good 
restaurant facilities in the neighbor- 
hood. Some empioyees may like to shop 
during lunch time or relax outside the 
office, away from the pressure of work. 
In spite of this, many companies still 
maintain food facilities of varying kinds. 
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Because of coffee breaks, uncertainties 
of weather, and the desire on the part 
of some office workers to stay on the 
premises and eat lunch, the company 
often makes arrangements to have a 
catered service and eating facilities, or 
it may use just a snack bar with bever- 
age and food vending’ machines for the 
benefit of employees who bring their 
lunch to the office. 

The Commercial Solvents Corp. in 
New York planned for such a service 
for the convenience of its office organi- 
zation. Space on the ninth floor was 
equipped with tables and chairs. An 


outside catering service was arranged 
for and the daily coffee break 
catered as well as the lunch, offering 
hotplate 


Was 


service, a variety of sand- 





wiches, salads and desserts. In_ this 
instance, a staggered system for eating 
lunch and for the break 
initiated because the dining area would 
not seat all employees at the same time. 

Banks, insurance companies and the 
largest of America’s corporations seem 
to tend more toward the complete 
cafeteria and dining room service with 
full kitchen facilities even in the city 
location where there are many restau- 
rants located in the neighborhood. The 
New York Trust Co., in undergoing a 
large modernization project, designed 
a full scale employee cafeteria consist- 
ing of 2480 sq. ft. on the eighth floor to 
handle 400 to 500 employees in shifts. 
Seating 150 people at a time, this 
typical cafeteria variety of 


coffee was 


offers a 


sandwiches, hotplates, cold trays, bever- 
ages, salads, soups and desserts. With 
waiter service available when needed, 
the room is laid out to include 33 tables 
with four chairs to the table. Walls are 
of washable wall material, 
floors are vinyl tile and the room is air 
conditioned and lighted by incandescent 
unit fixtures. Between the stainless steel 


covering 


kitchen and cafeteria is a serving rail of 
stainless steel bars and translucent glass. 
Adjacent to the cafeteria is the em- 
ployee lounge separated by a foyer. 
Eating facilities for the office worker 
can do much toward keeping a high 
level of morale. When properly located 
according to good layout planning, din- 
ing facilities can be comfortable, eco- 
nomical and efficient. 


A rendering of the cafeteria designed as part of the multi-floor modernization now 
underway by New York Trust Co. The room has 2,480 sq. ft. and will seat 150 people 
at a time to handle from 400 to 500 employees in shifts. It will offer full cafeteria 
service with hot and cold plates, sandwiches, beverages, soups, salads and desserts. 
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ALPENA MANIFOLD 























cuts filing space waste... 


SB 


Dual-Purpose Finish 
offset or letterpress 


».. and slashes postage and handling costs as 
well for mailing pieces, rate books, packaging 
inserts, statistical reports, multicopy forms, second 
sheets, etc. Made from 100% bleached chemical 
wood pulp in White, Buff, Blue, Canary, Goldenrod, five viii 
Green and Pink. Surface-sizing assures equally 

fine performance letterpress or offset. Lightweight 
companion papers include Flecopake Bond, A!pen- | Minimum Grain stops 
opake Bond, and Fletcher Manifold. For sample Lf 
booklet address Dept. 3. wrap-around in press 





Surface-Sized 
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METAL-LUX CLERICAL POSTURE CHAIRS 


now with => ap =o.) ees —) OF: eu we Com st TT 


| 


at little more than a tubular steel base 





new beauty Here’s the ““New Look” by me_wavukeEk, in three 
exceptional clerical posture cha rs, featuring the exclusive 
PERMO-PLASTIC base. The one-; 


reamlined be y to the line 


new durability enka fe 


VISIT US AT THE 
NOFA CONVENTION 
SPACE 115, BELLEVUE-STRATFORD 


MILWAUKEE METAL FURNITURE COMPANY, Nit inc. 
101 N. Campbell Ave., Chicago 12, illinois 
For More Information Circle No. 324 
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JOHN R. GRAY 
Executive Director 


JOHN E. MOSSMAN V. EL. 
NOFA President 


| Bik: i 
CALDWELL 
Convention Chairman 


NOFA Convention and Exhibit 
In Philadelphia, March 28-31 


N ENTIRELY NEW central theme 
ew exhibits has been adopted by 
the National Office Furniture Assn. for 
its 12th annual convention in Philadel- 
phia’s Convention Hall March 28-31, it 
was announced by John R. Gray, 
NOFA’s executive director. Exhibitors 
were Offered the opportunity to acquire 
specially built displays integrated with 
the overall theme of the convention 
which provides for highlighting all new 
developments in office furniture and 


Scale model of 
the exhibit floor 
in Philadel phia’s 
Convention Hall 
where the NOFA 
trade exhibit will 
be built around the 
Boulevard of Style 
theme. 


equipment being introduced. 
Selling clinics for exhibitors 
dealers will demonstrate 
present-day style by creating customer 
dissatisfaction with overage, outmoded 


and 
how to sell 


offices to increase sales of newer items 
combining function and pleasing ap- 
pearance. Every new or re-styled piece 
or line will be given special emphasis. 
A featured will be a 


event mass 


“parade” of new products. 


Three major aisles on the conven- 
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NOFA Convention Program 
THURSDAY, MARCH 27 


9 a.m. to 5 p.m. 
State University. 
12:15 p.m. 


NOFA Sales Institute. Director: Dr. Joseph W. Thompson, Michigan 


NOFA Officers' Conference Luncheon. 


FRIDAY, MARCH 28 


9:30 a.m. 
11:30 a.m. 
| to & p.m. 

8:00 p.m. 


Association Meeting. 
Opening Luncheon. 


Exhibits in Convention Hall and Unveiling of New Products. 
Benefit Exhibit, Champagne Party, Buffet Supper, Entertainment by Victor 


Borge. Office Fantasy, a Style Show by John Wanamaker. 


SATURDAY, MARCH 29 


Workshop Breakfasts. 


Dealers led by William Cole, Walsh Bros., Phoenix, 


Ariz. Manufacturers led by J. Lou Mann, Sturgis Posture Chair Co., Chicago. 
Representatives led by Milton Stone, Stone-Newman Associates, Inc., New 


York. 
Report of Workshop Groups. 
Exhibits in Convention Hall. 


Annual Banquet. Speaker: Philip M. Talbott, President, Chamber of Com- 
merce of the U.S. Entertainment by Denise Darcel. 


SUNDAY, MARCH 30 


9:30 a.m. Non-Denominational Service. 


Speaker: 


John C. Smith, Ge. 


Blaw-Knox 


Pittsburgh. Temple University Quartet. 


11 a.m. to 6 p.m. 
8:00 p.m. 
University. 


Exhibits in Convention Hall. 
Brainstorming for Profit Ideas. 


Dr. Joseph W. Thompson, Michigan State 


MONDAY, MARCH 31 


Office Furniture Clinic. Moderator: George Stuart, Orlando, Fla. 
Closing Luncheon. Speaker: Raloh L. Noble, Chatham's, Denver. 


Exhibits in Convention Hall. 


tion’s exhibit floor will be identified by 


signs on lighted lamp-posts as part of 
the main Boulevard of Style. Boulevard 


aisles will be decorated with arrange- 
ments of flowers and greens. The “cross 
streets” or aisles will be designated by 
lamp-post signs such as Modular Ter- 
race, Fashion Street, Red Carpet Ave- 
nue, Design Park, and other names in 
keeping with the central theme. 
The exhibits, and the 

which will be held at the 


convention 
Bellevue- 
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Stratford Hotel, are expected to attract 
5000 office furniture retailers and manu- 
300 exhibit booths 
have been taken and almost 100 of the 
exhibiting manufacturers will show new 
products. Retailers who handle 
furniture have much to gain from these 


facturers. Almost 


office 


conventions and there is ample time to 
register for this one. Full information 
can be had from National Office Furni- 
ture Association, 327 S. LaSalle St., 
Chicago 4. 
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HAPPY FANNY says: 


Bovco Ventilated (Chairs 


Offer Correct Seating for Every Need 


Displayed at NOFA convention 
Philadelphia—March 28-31, 1958 


More Comfort 


Ventilation, plus firm resilient support 
eliminates the “office hot seat”. 


Longer Wear 

Webbing resilience is everlasting. No change 
in support after years and years of use. 
Higher Quality—Lower Cost 

Trouble free Seng tilt mechanism, with nylon 
thrust bearings. 

Hooded 2” oilless, ball-bearing casters. 
Less Maintenance 

Outwears other upholstery, guaranteed for five 
years. No more broken springs, split seams. 
Variety of Color 

Choice of 13 colors. Myriads of combinations. 


Frames in Satin Chrome or Lacquer finish to 
match any desks. 


ES 45A 


Executive Swivel 
19'/2"" wide—I8"' deep 





VENTHATON= 


The most important requirement in good 


seating. 


Bevco offers a complete line of tubular 
steel Office swivel chairs—Reception and 


Institutional Furniture. Costumers. 


Lower your investment, reduce fatigue and 
increase office efficiency—with Bevco. 


PS 33A “Se See your dealer or write direct. 


Posture Swivel 
6 adjustments 











For More Information Circle No. 421 
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First Class Mail 


“Here’s an envelope 
that gets 

the green light 

in every post office!” 


Its U.S.E.’s Columbian® “FIRST CLASS” 
MAILER, printed on both sides with a green 
diamond border and the words First Class Mail. 
It has been approved by the Post Office Depart- 
ment. Your large flat First Class mail won’t 
get sidetracked when you use this envelope! 

Columbian First Class Mailers are also avail- 
able as the Columbian AIR MAILER, with 
distinctive blue and red border and the words 
Via Air Mail on the face. 

The Columbian First Class Mailer is another 
good example of how the United States Envelope 
Company is helping business and_ industry 
speed operations and reduce costs with the right 
envelopes. 

“Of course, you use these envelopes, but —’ is the 
intriguing title of a book full of profitable 
suggestions. And the Envelope Selector Chart 
shows 70 U.S.E. envelope styles with sizes. For 
free copies of each, pin this ad to your letterhead. 


UNITED STATES ENVELOPE LS 


_— Springfield 2, Massachusetts . . . 15 Divisions from Coast to Coast. 

U.S.E. makes more envelopes for more people to use in more 
La Ist ¥ ways than any other manufacturer in the world. Also Paper Cups, 
ey a Transparent Containers and Linweave Quality Papers and Envelopes. 


For More Information Circle No. 323 
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Legal Title Searching 


Is Easier With a 


Portable Photocopier 


HOTOCOPY MACHINES in legal 
P acu are saving time and money 
for lawyers throughout the country. A 
typical case is in Westport, Conn., 
where law firms deal extensively with 
the legal aspects of real estate. In 1956, 
Westport attorneys were faced with a 
problem common to many medium- 
sized law firms. The town had doubled 
in size in the past ten years. The real 
estate business had grown to staggering 
proportions. As a result, local lawyers 
were called upon to supply a steady 
stream of accurate deeds, land records, 
maps, mortgages and affidavits, in 
addition to the legal instruments which 
are ordinarily required. Add to that a 
shortage of trained secretarial help. 
Law firms began searching for some 
method to streamline title-searching. 
Like many others, the firm of Wake & 
See found it in the Contoura-Portable 
photocopier, especially designed for this 
use by F. G. Ludwig, Inc., Old Say- 
brook, Conn. It is brief case size, light 
and convenient to carry to Town Halls 
where land records are filed. 


The copier 
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is equipped with a patented plastic air 
cushion which fits face-down on the 
page of the land records book. The 


Henry McDonald Jr., in the land records 
vault in the Town Clerk’s office, Westport, 
Conn., makes a photocopy of a deed in 
eight seconds with a Contoura-Portable. 








At left, Mr. McDonald photocopies a bound book in the law firm’s library. At right, 
Joan Ward processes the photocopy in 22 seconds. 


books are protected since there is no 
risk of cracking the bindings to flatten 
unwieldy volumes. By fitting and fol- 
lowing the contours of the page, the 
photocopier produces a complete, per- 
copy of the deed descriptions. 
Note-taking, hand-copying, typing and 
proofreading are eliminated. More than 
that, there is no longer a need for time- 
consuming correction of errors. 

Henry McDonald Jr., one of the 
associates with Wake & See, spends four 
out of five days dealing with this phase 
of the business. In a typical instance, a 
client may want to purchase a piece of 
property in nearby Wilton. He requests 
the law firm to prepare a Certificate of 
litle, stating that the person who is 
selling the property owns it free and 
clear of all encumbrances. To deter- 


fect 


mine this, Mr. McDonald prepares an 
office abstract of every instrument that 
pertains to the piece of land. The title 


search traces the property back 60 
matter of course. Mr. 
McDonald proceeds until he finds a 


Warranty 


years as a 


Deed or something com- 


parable. If it is necessary to trace the 
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records back to the time of the Indians, 
he does so with the portable photo- 
copier. 

black-on-white 
copy takes only 30 seconds. However, 


A completed, clear 
to further shorten the time required, 
Mr. McDonald makes only the image 
while in the record vault. It requires 
a total of eight seconds per record for 
the photo-perfect 
ferred to the photocopy paper. He puts 
the sheets into a black envelope and 
returns to the office where they are 


processed in another 22 seconds. 


image to be trans- 


Mr. McDonald ordinarily copies five 
or six deeds at a sitting to save travel 
time. However, when an emergency 
arises, he taxes the portable photo- 
copier to the relevant Hall of Records” 
and, within moments, has his desired 
copy of a deed, death notice, mortgage 
or affadavit. 

An offshoot of real estate boom con- 
ditions, demanding attention by West- 
port law increase in the 
number of zoning waiver cases. Here 
the photocopy machine has _ proved 


firms, is an 
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New THOMAS Cost Calculator takes 


the guess work out of any collating job! 


Now, for the first time, you can 


tell in a jiffy just how long it will 
take, how much it will cost, and 
what is the fastest and least expen- 
sive way to do the job. 


Whether you collate a lot or just a 
little . . . whether it’s by hand or 
with a Thomas Collator, this new 
cost calculator is sure to be a real 
help. Send for your free calculator 
today. No obligation, ofcourse! 


Me 


io. 


| 
| 
| 
T! : 
IOWA | : 

| [}] Demonstration at my Convenience 
| 

(atews Fone. 7 omen 
| 
' 


Thomas Collators Inc., Dept. B 
50 Church St., New York 7, N. Y. 
Please rush me 


FREE Thomas Collating Cost Calculator 
FREE Brochure on New Thomas Collators 


COMPANY____ 
ADDRESS___.£ 


Copyright 1957, Thomas Collotors Inc CITY 
For More Information Circle No. 327 


THe Orrice—March, 1958 


More in use than all 
other makes combined 








Warrantee and Mortgage—Vol. 51 
To all People to whom these Presents shall come-GREETING: 
Rnow We, That, rae QRMMMMBrracry company, a corporation organ 


and existing under the laws of the State of Connecticut and having a pri 
place of business at Fast Haven, Connecticut 

For the considerat f One dollar and other va@ uable considerations 

received t its sa 

Town of West Hartford, Co y of Hartford and State of Connecticut 


d give, g sek 


the survivor of tt r into such survivor's heirs and assigns for all 
piece or parcel of land located in the Town of Old I » County 
‘ 


f Connecticut, being known as Lots #105 and 106 1: 
rs Lake Shores, drawn by the Engineering 
and file in the Town Clerr't ffice of Old 


dwelling 
plans 
ilet may be 
plot except a 
business be c 1 
back at least fifteer 
Subject t any 
Note clarity of photocopy (above} made from records volume (below). Although only 
part of the deed is shown here, photocopier reproduces book’s entire page in one exposure. 


Bi 














invaluable. Instead of time-consuming each zoning board member in 30 
map tracing previously required, the — seconds. 
law firm now photocopies the desired Further time savings are accom- 


map sections and supplies a copy for plished by photocopying charts, surveys 
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ONE YEAR’S DICTATION 


FREE! 


PLUS UNCONDITIONAL GUARANTEE* WITH THE 


REX RECORDER TN3! 


COSTS LESS TO BUY...COSTS LESS TO OPERATE 


MAKE US PROVE IT! 


The Rex Recorder is the world's outstanding dictating 
machine. Not only does it cost less to purchase, but it 
costs less to operate AND it is the only dictating 
machine that is unconditionally guaranteed for one full 
year. Compact, light weight and trouble-free, it is both 
@ dictation and transcribing unit... one machine does 
everything. One Rex Recorder disc can be used over 
and over again because it is magnetic. Simply wipe off 
with the miracle magic eraser. No stylus (needle) 
to wear out or cause “record scratch,” you get high 
fidelity reproduction all the time and every time. Its 
error free dictation results in lowest transcription costs 
Ttis the most versatile, most useful and least expensive 
dictating machine. MAKE US PROVE IT! TRY THE REX 
RECORDER—IN YOUR OWN OFFICE FREE OF CHARGE 
AND WITHOUT OBLIGATION — YOU BE THE JUDGE! 


*There is no charge for labor or parts during first year 
—check this against other guarantees before you buy. 


ETL 


Maa 


CLIP YOUR CARD OR LETTER- 
HEAD TO THIS COUPON FOR 
INFORMATION ABOUT YOUR 


FREE YEAR'S DICTATION. 


You'll be delighted with the dollar savings 
Seven years of Rex Recorder use by leading 


American Companies proves that its real cost 
Distributed and Backed by is lowest on the market. American Dictating 


the prestige and reputation of the Machine Co., 65 Madison Avenue, N. Y. 16 
American Dictating Machine Co 

Established 1923 

65 Madison Avenue, New York 16, N. Y. 

MUrray Hill 4-3554 


For More Information Circle No. 326 
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You get things done —on time 
with EVER READY lesk calendars 





and land transfer materials required by 
state and municipal officials. Copies of 
assessment and tax figures, which are 
particularly expensive to make by typ- 
ing and proofing, add to the daily 
workload of the photocopier in the legal 
office. Here again accuracy is of para- 
mount importance, and the law firm 
finds the photocopier makes errors im- 
possible. 

Multiple copies made by _photo- 
copier are needed in the law office for 
many other uses, including estate 
accounting which requires copies for 
the bank, heirs, attorneys for the heirs; 
wills, depositions, trust accounting, wit- 
statements and pleadings. Such 
copies are photographically exact, 
catching every line of the original 
material. They include signatures, 
whether written in black or colored inks 
or ballpens. For informal correspond- 
ence, attorneys occasionally make notes 
in margins and photocopy to save time 
when secretaries are busy. The paper 
on which they are printed is a standard 
bond type quality, excellent for filing 
and permanent reference. Occasionally 
copies of a section of the Connecticut 
Statutes are required and the photo- 
copier is again used. 


ness 


Westport 
copiers, 


law firms, using photo- 
realize the public relations 
value of the machine. Copies can be 
made on the spot for waiting clients, 
and confidential papers need leave a 
clients hand for only a few seconds. 
In a fast growing community, the speed 
with which a client 
document 


receive a 
much to in- 
crease good will. Service is improved 
immeasurably by answering mail re- 
quests immediately. 


may 


needed does 


Tue Orrice—March, 1958 


Motivation: 


OTIVATION 
dustry is identified 
distinct phases: 


Yesterday... 

1. Years ago it was fear. The danger 
of losing a job or, even worse, the 
threat of taking it away, was all the 
motivation hard-fisted bosses knew and 
understood. This type of motivation has 
long ago been discarded simply because 


in business and in- 


with three 


it was not in harmony with manage- 
ment’s mew concept with 


people. 


of dealing 


Today... 

2. Today it seems to be fringe bhene- 
fits. “Look what we're doing for our 
people,” we say. As important as these 
may be, they are no longer effective 
motivation forces; they are conditions 
of employment. 
productivity’s 
development. 


Fringe benefits are 


contribution to social 


Tomorrow... 


3. Tomorrow it will be leadership. 
The manager of tomorrow will be the 


kind of person others want to follow. 
He must set a good example. He must 
be competent, of course, but also must 
be considerate, fair and understanding. 
His success in motivating others will 
not be dependent upon what he says or 
what he does, but upon the principles 
which govern his actions.—WILBERT E. 
SCHEER, Personnel Blue 
Cross—Blue Shield, Chicago, before 
the Milwaukee Chapter, National Office 
Management Assn. 


Director, 





A Method of Analyzing Reports 


EDMOND W.McNAMARA, Business Consultant, Fairfield, Conn. 


OST COMPANIES today are un- 

happy about the amount of paper- 
work with which they have to struggle. 
Many of them like to feel that they 
are carrying on the good fight against 
this menace to profit. Many have what 
they refer to as their paperwork reduc- 
tion program. This sounds good but we 
all know that little is ever achieved in 
paperwork reduction and control until 
a direct, pointed attack is made on in- 
dividual major segments of the paper- 
work empire. One of the 
avalanche of recurring reports. In this 


these is 


regard two things are needed: (1) a re- 
view of all reports; (2) a study of the 
methods and procedures 
their preparation. 


involved in 
The objective is to 


simplify, consolidate or eliminate. 

To provide a sound and coordinated 
approach to the problem, a special form 
(Fig. 1) and procedure will be found 
helpful. Each department head is given 
a supply of forms and asked to com- 
plete one form for each report pre- 
pared in his department. The steps to 
be followed are contained in a separate 
instruction sheet (Fig. 2). 

Any program of this type naturally 
becomes an added chore and burden 
on the operating departments. They 
may poke jibes at the program as being 
itself more paperwork. Yet it will soon 


be recognized that the department 


head’s task is the minor part of the 
overall work involved. It ought to be 





TITLE OR DESCRIPTION OF REPORT 


PURPOSE OF REPORT 


REPORT PREPARED 


DAILY WEEKLY MONTHLY QUARTERLY 


NO. OF COPIES MADE 
DISTRIBUTION: 


1. CLERICAL 


MACHINE 





PERIODICALLY 


SUPERVISOR'S ESTIMATE OF TIME 
SPENT ON EACH PREPARATION 


2. SUPERVISORY 


EXECUTIVE 
UNIT COST $s 
ANNUAL COST $ 


SUPERVISOR'S SUGGESTIONS AS TO HOW WE CAN IMPROVE 
CONTENT OR METHOD OF PREPARING REPORT 


PREPARED FOR WHAT OFFICE OR EXECUTIVE 


HOURS RATE 
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Modern Business Forms 
Delivers In Days—Not Weeks! 
- NCR Paper or Carbon Interleaved Forms 
THE CHOICE IS YOURS! 


Fast, fast delivery from our modern high speed lithograph presses of either forms 
made with NCR (No Carbon Required) Paper or carbon interleaved and the 
difference in price at times, is surprisingly small. 

The next time that you need ferms in days instead of weeks, call your favorite 
independent distributor or one of those listed below who is in your area 
Distributors and stationers, write on your letterhead for new 1958 illustrated price 
catalog which includes over 20 Stock Forms on NCR Paper, plus many types of 
statements, NCR and Carbon 


ALABAMA MINNESOTA 
Birmingham: Birmingham Salesbook Co. Duluth: Modern Supply Co. RA 7-244! 
1-7152 Minneapolis: Arnell Bus. For. FR 7-1814 


CONNECTICUT MISSOURI Ofc. Equip. 3-1736 
Glastonbury: New England Bus. Forms “ . 242k 
ME 3-9449 St. Louis: Brice Co. CH 1{-3435 
New Haven: New England Bus. Forms NEW JERSEY " 
FU 7-6676 ure Springs: Lou Fink e Son 4-0082 
orristown: Service Bus ns 
DELAWARE iE 9.2959 c u orm 
Wilmington: Nussbaumer Co. OL 5-1297 NEW YORK Brown & Co. EX 6-919! 
FLORIDA N YORK 
Jacksonville: Bus. Suppliers EV 9-0377 Albany: Cooley Bus. Forms A-89-3137 
Orlando: Moore Bros. 3-5794 Binghamton: Cooley Bus. Forms 
Orlando: Robinson Inc. GA 5-2566 4-3690 
Tallahassee: Robinson Inc. 3-4755 Buffalo: Buffalo Bus. Forms MA 0754 
ILLINOIS Bus. Forms RE 6-1986 Buffalo: Chas. D. Zacher MO 6425 
N. Y.: Cooley Bus. Forms MU 3-2690 
Chicago: Efficiencv Inc. SE 8-1983 N. Y.: Ecco Bus. Systems MU 4-0110 
\ Chicago: Modern Bus. Forms ST 2-7089 N. Y.: Printed Products Co. BR 9-8057 
» % Rock Island: Fidlar & Chambers 8-1753 Rochester: J. ©. Moore Co. BA 5-3760 
Stirling: Rock River Val. Ptrs. MA 2727 Rochester: Cooley Bus. Forms BA 5-9805 
NO CARBON INDIANA Syracuse: Cooley Bus. Forms GR 5-1606 
REQUIRED Elkhart: Service Press 3-0800 NORTH CAROLINA 
(N.C.R.) Evansville: H. E. Arnold HA 3-0222 Greensboro: E. P. Geoghegan BR 4-2772 
Indianapolis: C. H. Arend CL 5-0420 Greensboro: Key Bus. Systems 
Indianapolis: Indiana Bus. Forms BR 3-2150 
WA 5-9857 OHIO 
Indianapolis: Norm J. Grauel CL 32 Akron: Stinaffs HE 4-2106 
Marion: Cart H. Bleke, Phone 282 Cincinnati: Modern Bus. Forms 
Michigan City: Bodine Ptng., TR 4- GA 1-7I11 
So. Bend: Superior Bus. For, CE 3-535( Cleveland: Doan Ptng. Co. MA 1-7690 
IOWA Cleveland: Kyman Bus. Forms 
Davenport: Fidlar & Chambers 3-8094 SK 2-2768 
KENTUCKY Columbus: Stoneman Press CA 1-431! 
Lexington: Transylvania Ptng. Co Hamilton: H. Wuebbold Co. TW 3-474; 
2-7977 Mansfield: D. Barr Assoc. LA 4-4311 
MAINE Minster: Post Prtng. Phone 46 
Lewiston: H. N. George Co. 2-6634 tga ot Superior Bus. Forms 
Portland: H. N. George Co. SP 4-968! caer 
MARYLAND PENNSYLVANIA 
Baltimore: Better Bus. Forms PL 2-2350 Pittsburgh: Craftsmen Bus. Forms 
Baitimore: D. N. Owen & Co. SA 7-0077 A 2-4547 : 
MASSACHUSETTS Hoyer Accounting and Bus. Forms 
oe New England Bus. Ser. TENNESSEE 
LINE-FIND MICHIGAN Memphis: S. C. Toof JA 6-227! 
STATEMENT Detroit: G. Norman Brown TR 5-79738 VIRGINIA ‘i dais 
Detroit: Industrial Printers LI! 3-9594 Arlington: Carl D. Ford JA 7-7294 
Grand Rapids: Superior Bus. Forms ae McPherson Blair Assoc 
GL 6-1087 6-165 
Kalamazoo: Superior Bus, Forms WASHINGTON, D. C. 
FL 3-1649 Murray & Heister NA 8-0987 


moclern 


BUSINESS FORMS 
MANUFACTURING COMPANY 
SADOLE BACK 
(sA-2) 333 WEST COURT ST., CINCINNATI, OHIO 


For More tnformation Circle No. 289 
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THE PROCEDURE 
1. Each Department Head or Supervisor will fill in a copy of the attached 
card for each report prepared in, and issued by his department; stating 
who it is prepared for, its purpose, its frequency, and its distribution. 
He will estimate (roughly) the clerical, machine, and supervisory hours 
spent in preparing a representative issue of the report. 
He will note any suggestions as to how we can improve the method of 
preparation. 
If, in his opinion, the report can be 
another report, he will so note. 
Using average figures, we will compute the approximate cost of each 
report. 
Based on the relative costs of the reports we will investigate the: 
(a) Necessity of the report. 
(b) Number of copies distributed. 
(c) Usage made of report so that management can decide whether 
the report is worth its cost. 
7. Next we will investigate the probable effect of consolidating, reducing, 
or eliminating, and making recommendations to management. 


dispensed with, or combined with 


For the purpose of this program the following definition of a report will 
serve: 
A report is a written statement based on a collection of records and 
usually expresses a summarized and interpretative value of the records. 
In short, a report is a formalized statement based on the records. 
It may deal with past accomplishments, present conditions or prob- 
able future developments. 
In following this definition, distinction must be made between the record- 
keeping function and the report-preparation function. If the records must 
be kept anyway, then only the hours involved in the preparation and use 
of the report will be considered for purposes of determining cost of report. 


Example: Payroll records are a necessary part of carrying on our business. 
They cannot be dispensed with. However, reports which sum- 
marize hours worked, absenteeism, or other data in the payroll 
records might be dispensed with. In this instance, even if we 
could eliminate a certain report the records would still have 
to be kept. Therefore, only the cost of report preparation will 
be used. 

If the records are kept solely as a basis for the report, then the cost of keep- 

ing the records will be considered as an integral part of the cost of the report. 


Example: Special Accounts Payable distribution sheets are maintained solely 
as a basis for issuing Territorial Sales Expense Report. If this 
report could be eliminated then the special record would not be 
required. In this situation the cost of maintaining the distribu- 
tion sheets constitutes a part of the cost of the report issued. 


Fig. 2. Procedure for using the form on page 128. 


obvious that the analysis which will 
follow, and any truly constructive re- 
view of the methods and procedures 
involved, can take months. For 
this reason the departments should be 
encouraged to make their returns piece- 


many 


130 


meal as they complete the forms. This 
takes some of the pressure off of the 
schedule and makes the job seem less 
burdensome to supervision. 

A principal feature of this type of 
forms analysis is the computation of 
Varch, 1958 
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An Open Letter to Office Managers 
on Reducing Overhead Costs — 


After many months of studying the 
problem of Staff Overhead Costs, Man- 
power, Inc. has developed a new Man- 
agement Technique which we call: 


“The Controlled Overhead Plan’’ 


This unique plan is designed to help 
Office Managers effect substantial sav- 
ings for their firms through the maxi- 
mum use of their existing workforce. 
In brief, the ‘Controlled Overhead 
Plan” allows you to keep your per- 
manent office staff at the minimum 
level necessary for routine operations 

then as your work demands increase 
above this level for short periods, Man- 
power, Inc. employees and services are 
used to complete this extra work in 
your office or in ours. 

By using Manpower, Inc. employees 
instead of adding more permanent 
staff, you the cost of hiring, 
training, and maintaining employees 
in addition to fringe benefits, Unem- 
ployment and Workman’s Compensa- 
tion costs and claims against these 
funds. 

In order to explain this new plan to 
you in detail, we have prepared a new 
illustrated booklet which contains a 


save 


FOR FREE 
BOOKLET 
CLIP COUPON 
AND MAIL! 


—— ee ee ee ee ee ee oe ee Ge ee Ge ee ee Ge ee ee ee ee ae ee ee oes 


Mr. 


818 N. Plankinton Ave., Milwaukee, Wisconsin 


Dear Mr. Winter, 

Please send me your FREE booklet which 
describes the 
detail. 


Address . 


City 


step-by-step description of how this 
plan can work for your firm. You'll 
find out how you can also effect sav- 
ings in space and equipment through 
the use of Manpower, Inc. services. I 
would like you to have a copy of this 
booklet with my compliments. Simply 
attach the coupon below to your letter- 
head. 

In the meantime, we hope you will 
call your local Manpower, Inc. office 
for Temporary Office Help. Remem- 
ber, that our typists, stenos and office 
workers will do your work for 4 hours, 
a day, a week, or longer, at low hourly 
rates. In addition, you'll save time 
and money by using our calculating 
and mailing services. 

Thank you for your time, we look 
forward to being of service to you, 


Cordially, 


hh. thet 


ELMER L. WINTER, 
President 


140 OFFICES COAST-TO-COAST 


Elmer L. Winter, President, Manpower, Inc. 


“Controlled Overhead Plan” in 


For More Information Circle No. 298 
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RIBBONS AND CARBONS 


TM Ree 


Columbia Ribbon & Carbon Manufacturing Company, Inc., 
Columbia Ribben & Carbon Pacific, inc., O 


For More Information Circle No. 202 
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COST FORMULA 


1 Clerical Hr. 

| Supervisory Hr. . 
| Exec. Hr. 

| Tab. Mach. Hr. 


NO. OF RETURNS 
ESTIMATED % 
OF EXPECTED 
RETURNS 
ANNUAL 

COST 

BASED ON 
FORMULA 





CONTROLLER'S DIVISION 





General Accounting 


100 | ¥/5,926 _ 





Cost & Factory Accounting 


4346 | 





SALES DIVISION 








Sales Dept. 
Sales Order Dept. 
Automotive Sales Dept. 








_72 


2,0 40 








Export Sales Dept. 


424 





MANUFACTURING DIVISION 





Factory Manager's Office 





Plant Superintendent 





Plant Engineer 








5,019 








Production Office 


| 4,953 _ 





Traffic Dept. 





Shipping Dept. 





ENGINEERING DIVISION 





Product Engineer 





Master Mechanics Dept. 








INDUSTRIAL RELATIONS DIV. 
Safety Engineer's Sec. 








Personnel Dept. 





PURCHASING DEPT. 


372 





Total (thru 1957) 

















14 


#27 368 





Fig. 3. Time used in costing report is time spent by issuing dept. Does not include time 
spent in using report. 


the annual cost of each report. For the 
purpose of this pricing operation, two 
factors are involved: the supervisor’s 
estimate of the number of man and 
machine hours spent in preparing the 
report; and a formula of average salary 
rates. For this purpose, the following 
figures might be somewhat representa- 
tive: 


One clerical manhour $1.50 


One supervisory manhour 
One executive manhour 
One tabulating machine hour 5.00 
The manhour figures that will be 
most in line with your own wage and 
salary structure will add validity to 
your conclusions. Hour rates for each 
and every type of office machine may 
be determined and used but, in most 
instances, the results would have slight 


3.00 
6.00 








To: 
From: E.W. McNamara 


Daily Weekly Monthly 
Do you use it ? 


For what purpose ? 


or presentation. 





Your office receives a copy of this report 


Do you feel that you need this report ? 
Could you get along without it -- and not seriously affect your operations ? 


Please comment on the present form; making suggestions for change in content 


Quarterly Periodically 








Fig. 4. 


overall report price. 

In estimating the manhours involved, 
a supervisor may be able to draw on 
statistics developed in connection with 


bearing on the 


other programs such as clerical work 
incentive 
plans. A stopwatch can be employed 
but is not generally recommended. 
Overall elapsed time, which after all is 
the actual time, gives the truest picture 
of the costs involved. An important 
point to note is that the time factor 
used in pricing the reports should be 
only the time spent in preparing and 
issuing the report. It should not include 
time spent in using the report or the 
information contained in it. 

As a management guide to the scope 
of the project and as an index of the 
total amount of report expense in- 
volved, all returns that are priced should 
be summarized by department on a 
form which will show the percentage 
of returns made and the total amount 


measurement or production 


of annual cost for the reports covered. 
An interim report of returns is shown in 
Fig. 3. 

As_ each 


report goes through the 


pricing operation it is filed in a separate 
departmental folder. Those reports 
representing the more significant annual 
costs should be separated for priority 
action. 

The next step is to employ a tech- 


nique quite common in reports analysis, 
a simplified questionnaire (Fig. 4). This 


questionnaire, accompanied by a copy 
of the related report, 
party who normally receives a copy of 
the report. 

A summarization of the replies re- 
ceived on the questionnaires, added to 
the suggestions made by the supervisor 
of the issuing department, form a 
springboard for a procedure analysis 


is sent to each 


which digs into the design of the report, 
the steps involved in preparing it and 
the probability of simplifying, consoli- 
dating or eliminating. 

Out of this will develop many flow 
charts for procedures study, new forms 
designs and constructions and probably 
mechanization of the methods of prep- 
aration. With these accomplished you 
will have come a long way in your fight 
against old demon paperwork. 
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IT’S NEW! 


The Verifax 
Bantam 
Copier... 


ONLY §99°! 


LIGHT, CAPABLE ... AT LOWEST PRICE OF ALL! 


About half the price of other “!ow-cost”’ Verifax copies are accurate and complete! 


copiers! Yet the Bantam gives you all Mail coupon... or phone Verifax 
the extras of Verifax copying! dealer for free demonstration. (Check 

Makes 5 copies in 1 minute for as Yellow Pages under “photocopying” or 
little as 24% ¢ each—on white bond-type ‘duplicating’ machines. ) 


t notice, 


paper, card stock. printed office forms Price quoted subject to e witho 

—front and back. Even makes an offset if: ¢ Y. e 
master in I minute using low-cost adapt- er ax PYING 
er. What’s all important, too, your DOES MORE... COSTS LESS... MISSES NOTHING 





MAIL COUPON TODAY 
EASTMAN K¢ DAK COMPANY, Business Photo Methods Division 
343 State Street, Rochester 4, N. Y. 
Please send Verifax Bantam Copier folder. Also names of near-by dealers. 


Name ne Position 








Company = 











For More Information Circle No. 334 
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Photo taken at Jackson & Perkins Co., Newark, N. Y, 


The Denominator goes to work for 


JACKSON & PERKINS! 


Counting and segregating orders for many different types of 
rosebushes can now be accomplished quickly, easily, more accu- 
rately and with greater economy by use of The Denominator. 


Each unit of the 500 unit Denominator shown above represents a 
particular type of rosebush. As each order is received, it is tabu- 
lated on its respective unit. Order tabulation is greatly simplified 
—no pencil or tally sheet necessary! The total shown on each unit 
indicates the number of plants sold—and when deducted from 
stock on hand—provides running inventory control! 


The Denominator can be made up in as few or as many units as 
you may require. Each unit can count up to 9,999. Consult us 
for your particular needs, without obligation write Dept. O-82. 


oid Denominator Company, INC. 


261 BROADWAY, NEW YORK 7, N. Y. 


Manufacturers of Tabulating Machines for 40 years 


For More Information Circle No. 338 
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HE SUPERVISOR should distin- 

guish between two types of ‘work 
errors because they require two types 
of remedy. First there is the wrong re- 
sults error, where the workers’ efforts 
do not bring the desired effects. Second, 
there is the wrong method error, where 


the worker finally gets his work done - 


all right, but uses methods which waste 
time or energy. 

The wrong result error usually does 
not require much active criticism on 
your part. The fact that the results are 
wrong is usually self-evident, and you 
are usually right in assuming that the 
worker realizes this without “rubbing 
it in.” 

To handle this type of error, start 
with the assumption that the worker has 
an open mind and wants to learn. You 
can say, “Everyone who has ever ac- 
complished anything has made mistakes. 
The important thing is to learn some- 
thing profitable from every mistake we 
make. This is the way we can cash in on 
mistakes. I know that you're the kind of 
person who is always anxious to learn. 
Let’s talk over the last job and see if 
we can determine what went wrong.” 

The supervisor’s problem is more 
difficult in the wrong methods errors. 
The employee is turning out the work 
but you want to show him that there is 
a better, more economical or quicker 
way to do it. This means you must sub- 
stitute your methods for his. In the 
case of older or experienced workers, 
this is difficult. Remember that the 
worker’s methods have become part of 
his ego. Our purpose is to change his 
method without tearing down his ego. 
It is best not to order him to change 
his methods. Rather let him sell himself 
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How to Correct 


Work Errors 


B. W. ELSOM, Former Director of 
Employee Services, 
Boston Store, Milwaukee 


on the efficiency of the method you sug- 
gest. Then he will believe that he him- 
self made the decision to change to the 
new method. 

Don’t argue about past work because 
that would set the worker’s mind busy 
defending his method. Suggest that the 
next time he tackles that particular job, 
he give consideration to the better 
methods. You can say, “There are many 
ways to skin a cat. We can’t tell which 
is best until we try them all. Before you 
tackle this job next time, why don’t 
you try some new angles. You might try 
this way, or that way, or this other way. 
Think it over before you have to do 
the job again, and let’s talk it over 
again before you start it.” 

By offering two or three alternative 
methods for his consideration, you will 
put him in an open-minded attitude. 
This will help him to avoid a direct 
conflict between his method and your 
method. By giving him time to choose, 
he can pick your method and still save 
his face. 





Computer Management Courses 


experi- 


MERICAN BUSINESS 
A our 


descriptions of 
problems with automation are of great 
interest to European businessmen. AIl- 


ences and 


though Europe generally lags behind 
this country in computer installations, 
executives there are planning for the 
future. Unlike many of their American 
counterparts, few European companies 
can afford extravagant “experiments” 
with expensive computers, according to 
John Diebold, president, John Diebold 
American 

specializing in 


& Associates, 


firm 


management 
consulting auto- 
matic data processing. 

After presenting a three-day seminar 
on automation in Milan, Italy, for 100 
businessmen, Mr. Diebold has scheduled 
a one-week course in Management for 
Data London, 
Frankfurt, Hannover, Stockholm, Am- 
sterdam, Dusseldorf, Stuttgart, Zurich 
and Madrid. 

“We are approaching this course with 
considerable humility,’ Mr. Diebold 
said. “Although we in the United States 


Processing in Paris, 


a a | 
; 


have in excess of 1000 computers in 
actual operation, we that our 
record of accomplishment in the use to 
which we have put these computers is 
far from brilliant. We are beginning to 
take a look about us in this 
regard.” He announced the establish- 
ment of the Management Science Train- 
ing Institute as an educational division 
of John Diebold & The 
European course, as well as a North 
American course entitled, “Failures in 
Business Data Processing—and How to 
Avoid Them,”. are the first major 
projects scheduled for the institute. 
Material for the European course is 
drawn from the experiences of over 
1,000 computer General 
topics to be covered during the five days 


feel 


critical 


Associates. 


installations. 


include critical analyses of automatic 
data processing today, managing the 
automatic program, 
how to manage and conduct a systems 
study, system to 
available equipment, how to assure a 


data processing 


how to match the 


successful installation and conversion 


A hundred _busi- 
nessmen attended 
the computer man- 
agement seminar in 
Milan, Italy. The 
course is now be- 
ing given by John 
Diebold & Asso- 
ciates in American 
cities. 
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MERCURY-LITH ROLLERS AND BLANKETS 
for Multilith printing machines 


————II 


MERCURY-GRAPH ROLLERS 
for Multigraph duplicating machines 


_" 


 &) 


Office duplicating machines turn 
out jobs that look as fine as the 
results of top lithographers and 
commercial printers, when you 
use Mercury products. These su- 
perior rollers and blankets pro- 
vide so much greater accuracy 
and sensitivity in inking that re- 
sults are immediately improved. 
See for yourself! 


RAPID ROLLER COMPANY 


EASTERN SALES OFFICE AND WAREHOUSE: 218-224 ELIZABETH AVENUE « NEWARK 8, N. J. 
For More Information Circle No. 262 
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program, how to staff the automatic 
data processing center, organization and 
selection of the personnel, training tech 
niques and objectives, how to provide 
automatic processing orientation 
for top management and the entire 
company. 

Instruction materials have been espe- 
cially prepared and will include sets of 
manuals, personnel testing and rating 
kits, case studies of leading U. S. com- 
panies, reports, 
terms, charts for 
puter and other materials. A 
team of five, led by Herbert T. Glantz, 
a vice president of the firm and senior 
consultant, conduct the 
Mr. Diebold opened the series with an 
attending the 
A number 


data 


survey glossaries of 


organization com- 


centers 


will courses. 


address to businessmen 
London course on Jan. 20. 
of management associations have volun- 


tarily endorsed the course, including 
British Institute of Management, 
CEGOS of France, Swedish Employer's 
Assn., HIB (Hessischen Institut fir 
Betriebswirtschaft) and RKW (Ration- 
alisierungs-Kuratorium Der Deutshen 
Wirtschaft) in Germany, and _ the 
Federation des Patrons Catholiques and 
CIOS in Belgium. 

Between Feb. 10 and June 27, the 
course will be offered here in Baltimore, 
Minneapolis-St. Paul, Seattle, San Fran- 
cisco, Los Angeles, New York, Chicago, 
Atlanta, Houston, St. Washing- 
ton, D. C., Detroit, Boston, Cincinnati, 
Pittsburgh, Hartford Toronto, 
Canada. 

Mr. Diebold 
the promised 
computers have not materialized. “All 
but a tiny fraction of the computers 


Louis, 


and 


that 
benefits of 


believes many of 


electronic 


THE WORLD OF FIGURES AT YOUR FINGER TIPS 


ae  —— 


fiamann 300 


a four-operation calculator with 


simplified keyboard 
touch- operation 
double-back transfer 


automatic division 


For further information folder No. 1404 E 


De Fe We opcurscue recepnonwerke UND KABELINDUSTRIE 


AKTIENGESELLSCHAFT - 


BERLIN SO 36 (US-SECTOR) 


For More Information Circle No. 305 
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She’ll work much better at a. 
a A) 0G mol i 


PHOTOCOPY 
DESK 


PL - 1306 

Size: 36”x24"= 
perfect fit for 
modular or 
standard settings. 


Exclusively designed 
for convenient MAIL TODAY 
photocopy operation Please send literetan 
and storage needs ny | Re ee 


Yes, give her modern facilities and 

she'll produce better results. Give her a 
New Haskell Photocopy Desk for maximum 
efficiency — adequate working surface 

and generous storage space for copy paper, 
fluid and other supplies. It’s made of 

fine quality steel with heat-and-stain 
resistant fiberesin top. Handsome, too, 

in Haskell decorator colors. 


Sold by leading dealers everywhere 303 E. CARSON ST. * PITTSBURGH 19, PA. 


For More Information Circle No. 251 
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i 
DUPLLK ator 


the quality line 


for faster, easier 


offset duplicating 


HARRIS 


NTERTYPE + 
, 278 N. 
5308 Blo 


ORPORATION 


Distributed in Canada through Alum-O-Lith 


For More Information Circle No. 259 


AY SOLUTION 


PLASTIC FOUNTAIN BOTTLE 





are being used to do precisely what was 
done with punched card machines. He 
said, “If we are willing to take a fresh 
look at the changes automation is bring- 
ing, we will find that one problem per- 
sistently emerges as the most basic 
that problem is education. 

“Never have businessmen faced tech- 
nological and organizational changes 
comparable to those brought by auto- 
mation. Consequently, nothing in a 
businessman’s past experience or train- 
ing has adequately prepared him for 
the task of administering design of an 
integrated system for company-wide 
benefit, converting to automatic data 
processing and using computers effec- 
tively. During the first five or six years 
of the appearance of computers on the 
business scene, companies could do 
little else but experiment somewhat 
haphazardly. Now, it is possible to 
avoid making the same costly mistakes 
by analyzing the experiences and prob- 
lems encountered by others.” 

Actual equipment makes up only a 
part of the investment in automatic data 
processing—often less than half, he 
explained. The remaining costs are the 
administrative and planning changes 
that the system requires. These are 
problems which management must 
solve. To make such decisions effec- 
tively, management itself have 
training in these aspects of automatic 
data processing. 


must 


Douglas Axsmith, senior consultant 
of John Diebold & Associates, and 
formerly of Sperry-Rand Corp., will 
lead the American team. Literature on 
the course can be had from John Die- 
bold & Associates, Inc., 40 Wall St., 
New York 5, or Circle No. 195. 
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Vibrating 


ENVELOPE 
JOGGERS 


prepare mail 
for faster 
damage - free opening 


SYNTRON Envelope Joggers are ideal for 
many office duties. Their 3600 controllable vi- 
brations per minute quickly loosen and shake 
down contents of envelopes so manual or auto- 
matic letter opener can be used for faster trim- 
ming without damage to contents. They can be 
used to align scrambled stacks of checks, time 
cards, job tickets, punch cards, speed assembly 
of manuals, etc. They save time and reduce 
losses. 

Built for long, dependable, maintenance- 
free service. Available as table deck, divided 
deck or bin type joggers. 


Write for complete catalog —— FREE 


SYNTRON COMPANY 


715 Lexington Ave. Homer City, Penna. 
For More Information Circle No. 417 
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AT LAST! A STEEL FILE AT THE COST 


OF CORRUGATED BOXES AND STEEL SHELVING OR LESS.... 


a wey Te 
‘| p *s | "| A cluttered cardboard storage room such 
. a as this, is a costly waste of space and 
employee time that you can’t afford. 


Nylo Glide record files save 40% or more in 
valuable floor space and the accessibility of 
RFI files saves you valuable employee time. 


a Fi EL : 


Record Files, Inc. | PG These nylon bearing smooth 
provide file room lay- = ie operating files are available 
out and installation, plus —~ in any size. No waste spac 

a record retention schedule, —=inside or out. Designed to 
free of charge, with each order. fit the records they hold 


SAVE TIME — SPACE and INCREASE EFFICIENCY with RFI’s STEEL RECORD 
FILES. Let RFI assist you in creating a clean, efficient file room area with 
Nylo-Glide files, at or less than the cost of shelving and corrugated boxes. 


RECORD FILES, INC. 
P. 0. BOX 581 © WOOSTER, OHIO RECORD FILES, INC. 
P. 0. BOX 581 of Nylo-Glide files 


Please have your nearest: representative 

stop and see us at his convenience. | WOOSTER, OHIO - Bagel = 
under a great load 
or pressure. 


Nylon bearings prevent binding, 
cause drawers to work easily 
while under heavy load. 


The great strength 


For More tnformation Circle No. 237 
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To reproduce 
a record 
permanently... 


Babylonians Rolled Clay 
The HUNTER PHOTO-COPYIST 


by pressing a hard 

ft clay tablet. But in 
opyist is the approved 
10tog proce with image 
-opies everything. No matter in what 
in what r, the Cub copies any 


permanent, non-fading, 


photographic 


THE NEW HUNTER CUB 


is a handsome piece of 
office-equipment avail- 
able in either satin finish 
stainless steel or Hunter 
green. Fits any desk. It’s 
clean—no_ chemicals 
touch the operator. he yuk 1eec Or OoIT works in normal light. With 20 
Hunter machines and ninutes instruction, anyone can turn out a perfect copy in 30 
papers are made in the econds. At $195, th ub is a photo-copyist that every office can 
U. S. by the American , that C ld be without. 

pioneer of photo-copying. 


For Perfect Copies 
With Auto-Feed (optional) correct alignment and registration are 
guaranteed and one negative can be exposed while another 
copy is being processed. 


43 Spencer St., Syracuse 4, N. Y. 


| 1 would like to have the Hunter Cub Photo-Copyist 
demonstrated. Please have your representative call. | 
a Firm Name 
a hi PINE icsiccoscscteicoiiatss soil aati 


4 
Hunter Photo-Copyist, Inc. ! 


....... Zone ....... State 


PHOTO-COPYIST, INC. My Nome is... 
Syracuse 4, New York My Title is _....... 


ne GE GED GAD GED GA GENES GRR REED CENNED GENES coneD comms comm comms coma 


For More Information Circle 255 
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NEVER BEFORE SO SAFE, SO 
SURE A WAY TO KEEP 
CONFIDENTIAL PAPERS — 


Keep your confidential papers 
and records from the prying eyes 
of unauthorized persons by 
quick, easy destruction right in 
your own office with the 
SHREDMASTER Bantam 10. Any- 
one can operate. Just drop papers 
in and unreadable shreds come 
out. Exclusive gravity feed pro- 
vides quicker shredding. Gives 
greater capacity by shredding 
multiple thicknesses of paper. 
BY Handsome, modern design and 
YOUR PAPERS E clean, noise free operation suit- 
GO IN HERE. \ able to any office. Yours at a new 
low price. 
FREE: Illustrated descriptive 
folder giving details of 10 Day 
os Free ia _ today to 
: UNREADABLE 4 9 Ey 
SHREDS New York 16, N. Y., 
Oo and ask for Circular 53. 
THE 


SHREDMASTER 


CORPORATION 
A Division of 
Self Winding Clock Company, Inc. 
Manufacturers of the Clipper 14, only heavier duty shredding machine suitable for office use. 
Sales and Service in principal cities in U.S. and Canada. 


For More Information Circle No. 240 
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RIGHT 





or 











ROUNDUP of day-to-day em- 
ployee problems and how they 
were handled by management. Each in- 


in Employee 





cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Can You Discharge a Trainee Halfway Through the Course? 


What Happened: 

The company had a training course. 
It hired unskilled people and paid them 
a salary while they were going through 
a full-time training period. Of the 
trainees who started the course every 
year, 15-20% either. quit before finish- 
ing or flunked out. Rose Ray was one 
who got half-way 
through. She objected, saying: 

1. I have the needed aptitude and 
ability. I should have been allowed to 
finish. 

2. The fair and 
objective in judging my progress. He 
talked about things like conduct and 
personal qualities. What’s that got to 
do with how I'll be as a worker. 

3. The instructor prejudiced 
against me. If he weren't, he’d have 
used only objective yardsticks in report- 
ing my work. | 

The company replied: 

1. Our regular written exam and 
weekly progress reports showed that 


tossed out about 


instructor wasn’t 


was 


Miss Ray did not have the necessary 
aptitude and ability. We consider this 
more reliable than her opinion of her- 
self. 

March, 1958 


THe OFrice 


~ 


2. Our instructor does use objective 
standards in judging trainees’ progress. 
These standards are based on what the 
normal trainee can achieve as to quan- 
tity and quality of work, 
ability to follow instructions, etc. The 


study and 
same standards were applied to Miss 
Ray as to all other trainees. 

3. Surely some subjective evaluation 
of conduct and personal qualities enters 
the picture. These are important. The 
that an instructor also 
jective judgment doesn’t prove that he’s 
prejudiced against a trainee. 


fact uses sub- 


Was the Company: 
RIGHT WRONG 


WHAT ARBITRATOR JULES JUS- 
TIN RULED: “In reviewing the evalua- 
tion of Miss Ray during her training 
period, the arbitrator must be satisfied 
that the instructor evaluated the em- 
ployee according to (1) objective 
standards and criteria; (2) that were 
uniformly followed and applied to all 
trainees; (3) that the evaluation is sup- 
ported by material facts which clearly 
demonstrate that the objective stand- 
ards were fairly and equally applied 


147 





and (4) that the evaluation was free 
from bias, prejudice or discrimination. 
Where, in any particular case, the proof 
and evidence satisfies the arbitrator that 
the foregoing has been applied, the 
arbitrator is constrained to uphold the 
evaluation. Reasonable men may dis- 
agree and may arrive at contrary judg- 
ments on the same set of facts. It does 
not follow that the evaluation or judg- 
ment under review ‘ wrong or 
improperly made. The written weekly 


was 


progress reports covering Miss Ray 
consistently refer to her inability or 
failings in ability and aptitude. These 
written weekly reports show that the 
instructor had evaluated her on the 
objective factors and standards referred 
to above, and without bias, prejudice 
or discrimination. The arbitrator, there- 
fore, finds that the company’s action in 
terminating Miss Ray’s training and 
discharging her was for good and 
sufficient cause.” 


Must You Rehire a Worker Who Was in a Mental Hospital? 


What happened: 

X’s attendance record started getting 
bad. His questioned him 
about his repeated absences and tried 
to find out what was wrong. X had 
ten years’ service with the 
and, until recently, his 
excellent. He told the supervisor he 
wasn't feeling like himself and thought 
he should take a leave of absence to try 
to straighten out. A three-month leave 
was arranged. A few weeks later, the 
company got that X had been 
committed to a mental institution. An 


supervisor 


company 


record was 


word 





inquiry from their medical department 


revealed that extended care was prob- 
ably in order. At that point, the com- 
pany took his name off the seniority list. 
About two months later, X appeared at 


the office and requested reemployment. 
His discharge papers from the institu- 
tion read, . although on probation, 
this patient would be auite able to do 
his work.” The company decided not 
to reemploy him. X filed a grievance, 
and argued before an arbitrator: 

1. He had ten years of service during 
which he functioned capably. 

2. The hospital was going to give 
him a complete discharge as soon as it 
that he could hold a 
job on the outside. 


was determined 

3. He had been confined to a mental 
institution before first coming to work 
for this company, and that confinement 
hadn't affected his ability to do the 
work for ten years. 

The company answered: 

1. Our department claims 
that X’s mental illness is of a recurrent 
nature. 


2. He has not been discharged as 


medical 
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SPACEFINDER FILES... 


..»- HAVE PROVEN, in hundreds of offices, that they can 
SAVE YOU 50% or more in filing time, space and money! 


ONLY SPACEFINDERS... 


offer you these 
exclusive advantages. 


Welded cabinet of Spacefinder is de- 

F signed specifically for MAXIMUM 

FILING EFFICIENCY. It is not an adap- 
tation of shelving! 


Spacefinders are complete and ready 

2 to use. When you move or change 

your department, you can MOVE THIS 

RUGGED FILE WITH CONTENTS 
INTACT! 


Optional doors give DUST, DIRT 

3 and FIRE PROTECTION, serve as 

handy pull-out work shelves, and can be 
provided with locks: 





Spacefinders are an appearance asset to any @ Note visibility and availability of thousands of records. 


office — available in a wide range of sizes. 
Send today to Tab Products Co., 995 Market 
Street, San Francisco 3, for 24-page brochure, "7" Za ES 
and name of our local representative for skilled 
help in showing you how to save filing time, rmopnpwcocrts co. 


space and money 
For More Information Circle No. 422 
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cured—he is only out on trial. 

3. We do not have positive assurance 
that to reemploy him might not con- 
stitute a risk to his fellow employees. 

Was the Company: 

RIGHT WRONG | 
WHAT ARBITRATOR HORACE C., 
VOKOUN RULED: “I would sustain 
the company in its determination not to 
reemploy X if it had been shown that 
there was evidence available to indicate 
that his reemployment might constitute 
a safety hazard or that his attendance 
would continue to be so sporadic that 


he could not be depended upon to do 
his job. Confinement to a mental insti- 
tution by itself is not just cause for 
discharge. We have a history of ten 
years of excellent service to the com- 
pany after his last confinement, as well 
as the statement from the doctors who 
attended him that he is capable of doing 
his work. Part of his rehabilitation 
appears to depend on being gainfully 
employed. If he meets that test he will 
be completely discharged from the in- 
stitution. For those reasons, the com- 
pany is directed to reinstate him.” 


How Tightly Can You Discipline Rest Periods? 


What Happened: 

As part of a general cost reduction 
program, the company instituted a new 
rule. Workers were given 30 minutes a 
day for “personal time-off.” They were 
to sign in and out when going on relief. 


They were told that anyone failing to 
sign in and out or exceeding the allowed 
time “will be subject to discipline.” The 
workers (most of them were women) 
raised a ruckus, complaining that: 


1. The new rule is insulting and 


downright embarrassing. 

2. It requires us to keep a record 
which can be used against us for disci- 
pline. That’s not reasonable. 

The company explained: 

1. We pay for that personal time 
off. We have a right to make reasonable 
rules to control the time 
workers use that way. 

2. Discipline is not our main pur- 
pose—just control. 

Was the Company: 
RIGHT | WRONG | 
WHAT ARBITRATOR LOUIS 
CRANE RULED: “Unquestionably 


amount of 


150 


the company was legitimately concerned 
with the need for greater economies in 
its operations. It properly recognized 
that since it was paying for personal 
relief time at regular rates, it was im- 
portant to eliminate abuses of relief 
privileges. The plan adopted, however, 
in my judgment, does not make a direct 
and straightforward attack upon evils 
which may have been believed to exist. 
Its machinery is oblique and indirect. 
It substitutes for plainly enumerated 
offenses and stated penalties, a program 
which depends for its coercive effective- 
ness upon a vagueness and imprecision 
which could have been avoided and 
which seems, accordingly, unfair. 
Moreover, even assuming that the sys- 
tem is capable of achieving the objec- 
tives said to underlie it, it does so at a 
considerable price in terms of actual or 
threatened invasion of modesty and the 
ordinary amenities. Whatever may have 
been the company’s purpose, I do not 
feel that this constitutes a ‘reasonable’ 
rule.” The arbitrator held for the 
employees. 
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FOR BOTH 
MACHINES 


SO EASY, SO SMART, SO QUICK! Two simple operations com- 
plete a PLASTICO BINDING in minutes! Precision machines 
guarantee professional results. And these easy-to-operate ma- 
chines cost so little they soon pay for themselves — save you 
money from then on in. A few copies or thousands . . . catalogs, 
brochures, manuals, financial reports, price lists and many other 
items are all easily bound for a long life of handsome service, 


You'll be delighted with the way sleek, colorful PLASTICO 
BINDING enriches and modernizes. The way pages open flat 








a easily . . . provide unbroken doubly-impressive spreads . . . turn 

Exclucwe ue smoothly no matter how thick your book. In a wide variety of 

“arth Design rich colors, PLASTICO BINDINGS “spark” the simplest cover 
treatment with dignity and prestige. Get the details teday! 







rn 3 


——— 


aaa | Dept. O 732 Sherman St., Chicago, 5 Iflinolt 


For More Information Circle No. 434] ; Please rush FREE MANUAL giving me full information about 


Pow new PLASTICO Hand-Operated Punching and Binding 
nits, 
PLASTIC BINDING CORPORATION [Riis eecomenne: 
Originators of Plastic Binding tn America Fiem — 
732 Sherman St. : 15 W. 24th St. | " Address 
Chicago §, Ill New York 10, N. Y | | Clty 
j 
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“We want clear, permanent 
photocopies—not alibis” 
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‘*We photocopy all kinds of material. Typewritten 
or printed text—pen, pencil and crayon longhand—even 
complicated illustrations—we use photocopies of them 
all. And, at times, we need to copy pages from books or 
magazines with no damage to the original. 

‘We found the A. B. Dick photocopy duplicator meets 
all these requirements all of the time—not some of them 
some of the time. In less than a minute we can have a 
complete, black on white copy—a permanent copy that is 
easy-to-file and takes rough handling. Costs only a 
few pennies.” 

Why not see for yourself? For an eye-opening demon- 
stration and complete information call your distributor 
of A. B. Dick products. He’s listed under Duplicating 
Machines in the classified section of your phone book. 
Or simply mail the coupon. 


~A:B:DICK 


DUPLICATING PRODUCTS 


SCOPE HEHEHE EEE EEE EEE EEE EEE EEE EEE HEHEHE EET HEHEHE HEHEHE HEHEHE EEE HEHEHE EE HES 


A. B. DICK COMPANY, Dept. O-38 
5700 West Touhy Avenue, Chicago 31, Illinois 


Please send me more information about the new process that means 
clear, permanent photocopies. 


| a 
Position_ 
Company_ 
y Addres _ 


City sf __State_ 


For More Information Circle No. 423 








AUTOMATIC TYPEWRITER 

Royal McBee Corp., Port Chester, 
N. Y., makes the Royal Automatic Forms- 
writer which automatically handles con- 
tinuous form letterheads and envelopes 
and doubles letter production. Program- 
med automatic vertical spacing is largely 


responsible for the 
possible for fill-in letters. A flick of the 
carriage return key by the typist accurately 
accomplishes all vertical spacing within a 
form, and from the finished form to the 
next one on the roll. The typist need never 
handle the paper from the time she inserts 


speed and accuracy 


the roll until she removes the last letter. 
The Royal Formswriter permits one typist 
to do two jobs simultaneously: letter fill- 
ins and envelope addresses. In operation, 
a single typist controls two Royal Auto- 
matic Formwriters hooked up via_ the 
Royal Robomaster. As she types each 
letter’s address on the master keyboard, 
the corresponding envelope address is 
typed automatically on the second type- 
writer. The carbon ribbon Royal Electric 
allows personalization of each letter with 
a clean, crisp fill-in that matches the pre- 
printed body of the letter. For More 
Information Circle No. 142. 


154 


MICROFILM READER 


Recordak 415 Madison Ave., 
New York 17, N. Y., announces the Med- 
alist 16mm film reader which allows the 
film winding wheel to be placed on either 
side of the viewing screen. Placing it on 
the left, for the convenience of right- 
handed people, leaves the right hand con- 
tinuously free to take notes. All operating 
controls on the Medalist reader are within 
reach immediately in front of the 
screen. These are the winding wheel for 
advancing film; scanning lever for center 
ing film orientation wheel for 
turning upright: focusing 
knob; leading the film 


Corp., 


easy 


images; 
film 
and 


images 
spindles for 


The gate type aperture is self-loading, by 
simply pulling the film across the aperture 
and inserting in the take-up spool. When 
film moving, aperture auto- 
matically and grasps the edges of 
the film. 


Starts gate 
closes 
V-shaped notches hold the film 
in focus at all times. Absence of glass 
guides practically eliminates dust scratches 
on film images. The Medalist reader makes 
paper facsimile prints, without the need 
of a darkroom, with the Recordak Rapid 
Facsimile Kit. The screen of the Medalist 
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reader is partially shielded from overhead 
lighting to preserve natural image con- 
trast. Reading is easier and facsimile prints 
are sharper. The reflection type screen is 
painted a tinted blue-white for eye com- 
fort. It is tilted 43° from the horizontal 
to place the film image directly in the 
normal line of vision. Where Kodamatic 
Indexing is used for coding documents 
directly on the film, the proper index 
scales are mounted along the edge of the 
screen. Choice of three magnifications (24, 
32 or 40 diameters) is available and one 
lens comes with the reader. In_ offices 
where more than one ratio of reduction 
is used in microfilming, the other lenses 
are available as accessories and easily in- 
terchanged in the front of the screen. The 
Recordak Medalist Reader weighs about 
60 Ibs., light enough to move about the 
office. It occupies a desk area of only 
134%" by 24”. For More Information 
Circle No. 102. 


ADDING MACHINE 


Underwood Corp., 1 Park Ave., New 
York 16, N. Y., announces the Add-Mate, 
7% Ib. all-electric adding machine, no 
bigger than a telephone. The machine is 
5S” high, wide and 9” long. It adds, 


a 


subtracts, multiplies, subtotals and totals. 
The Add-Mate retails at $168.50 and is 
available with a saddle tan luggage-type 
carrying case. For More Information 
Circle No. 162. 
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VISIBLE CARD FILE 


Acme Visible Records, Inc., Crozet, 
Va., makes the Activisible Record Pack 
which makes any drawer a visible record 
file, and time and space. Just lift 
with a single, simple motion and it opens 
to fully visible A pack of 25 


Saves 


records. 


cards or 50 records requires only %2” of 
filing space. When open, cards lie flat in 
natural posting position. When closed, 
pack is so compact it can be carried eas- 
ily, even in a salesman’s pocket. May be 
used for every kind of record. For infor- 
mation and descriptive material, Circle 
No. 171. 


SADDLE-STITCHER, FOLDER 
Macey Co., 5350 West 130th St., Cleve- 


land 30, Ohio, 
Stitch-A-Fold which reverses the tradi- 
tional order of saddle-stitch operations. 
It stitches booklets in flat-sheet form and 


announces the Macey 





then automatically folds them at the stitch. 
Conventional saddle-bound booklets are 
first folded and then stitched in a sepa- 
rate operation. Combining the operations 
of stitching and folding on a single ma- 
chine eliminates separate folding of 4- 
page signatures; eliminates the last fold 
for 8, 12 and 16-page signatures: elimi- 
nates the separate fold for booklet covers. 
The fold at the stitch is made so 
rately no finish trimming is necessary on 
booklets up to about 20 pages. Maximum 
capacity is about 64-page booklets of 
average-thickness stock. The Stitch-A- 
Fold can be fed manually or connected 
to the Macey Collator for automatic feed- 
ing of signatures or flat sheets. One oper- 
ator can handle both collator and Stitch- 
A-Fold. Operating either from the colla- 
tor or by manual feed, the Stitch-A-Fold 
can produce more than 3000 64-page 
booklets per hour. For More Information 
Circle No. 154. 


accu- 


PHOTOCOPYING MACHINE 
Photorapid of America, Inc., 320 
Broadway, New York 7, N. Y., announces 
the Photoclark photocopying machine 


which reduces copies as much as three to 
one and enlarges up to double the size 
of the original. It will take originals up 


to 26” x 37” (46%” x 66%” with a spe- 
cial copy frame). Anyone can use the 
machine by pressing a button which turns 
on the lights, makes exposure, transports 


and cuts exposed and delivers it 
into container. A indicates num- 
ber of copies made. The Photoclark copies 
anything, makes separations and 
negatives for offset plates. One roll of 
negative paper or film will make almost 
600 copies. Machine plugs into any elec- 
trical outlet without special installation. 
It is 5 ft. 4” high, 4 ft. 10” wide. By re- 
moving lens and inserting microfilm cam- 
era, it can be used for microfilming. A 
book copying attachment makes possible 
copying any portion or page without dam- 
aging book. For More Information Circle 
No. 111. 


paper, 


counter 


color 


ADDRESSING 
MACHINE 
Scriptomatic, Inc., 306 
North 11th St., Philadelphia 
7, Pa., announces 
tronic system for selecting, 
addressing, sorting and 
counting IBM or Reming- 
ton Rand Scriptomatic mas- 
ter punched The 
Scriptomatic addressing ma- 
chine can be programmed 
to print, skip, sort or count 
cards for complete flexibil- 
ity in handling address lists 
while keeping the file intact. 
Or, the file can be sorted 
before addressing and then 


an elec- 


cards. 
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collated on punched card equipment. The 
machine is used by publishers to obtain 
audit information as a by-product of ad- 
dressing, and to selectively address por- 
tions of a list for direct mail advertising 
or expiration notices. Similar advantages 
are gained by mail order and direct mail 
users. List users can obtain a book, “Se- 
lective Control Principles,” which de- 
scribes how the system is used. For the 
book, Circle No, 177. 
ADDING MACHINE 

Regna Cash Registers, Inc., 175 Fifth 
Ave., New York 10, N. Y., announces a 
low-priced, full keyboard, electric adding- 
listing machine in an &-column model 
totaling 10, and a 7-column machine total- 
ing 8. These machines are built entirely 
of quality Swedish and even the 
smallest parts will withstand years of hard 
wear. The fully automatic jam-proof key- 
board has scientifically Square 
finger-tip-fit keys for fast, accurate listing. 


steel 


designed, 


There are keys for subtraction, multiplica- 
tion, correction, sub-total and total; con- 
veniently placed for right-hand operation. 
Keytops are easy on manicured fingernails 
and the engraved numerals cannot wear 
off. Ciphers print automatically. Trans- 
parent paper cutter allows reading all 
figures on the tape. Signs for subtraction, 
multiplication, sub-total and total auto- 
matically print on the tape. The Regna 
Adding Machine is built sectionally for 
easy accessibility to all parts. For More 
Information Circle No.. 124. 
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EXPENSE REPORT SYSTEM 
Traveletter Corp., Greenwich 3, Conn., 
has added a form to its Travel Expense 
System for recording expense account 
spending as now required by the Internal 
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Revenue Service. This form allows the 
traveler to record the required informa- 
tion without increasing his own or his 
employer's paperwork. The report forms 
and expense drafts are bound in book for- 
mat. Records are easy to prepare and can- 
not get lost or mislaid. The traveler re- 
tains a copy for use when he makes his 
personal income tax return. There is no 
additional charge for the extra expense re- 
porting form to users of this system. For 
More Information Circle No. 186. 


DESK ORGANIZER 


Co., 
makes the 


Box 8128-0, 
U-Bow Desk 


Evans Specialty 
Richmond, Va., 


an expandable desk rack con- 
structed of sturdy aluminum. It is light, 
easy to handle, and will expand from 4” 


Organizer, 


157 





to 4 ft. Whatever the requirement, refer- 
ence books, ledgers, telephone books, cat- 
alogs or magazines, the U-Bow adjusts to 
the correct size to hold it securely. It 
contains eight sections, and measures 
wide and 9” high. For More Information 
Circle No. 172. 


PHOTOCOPYING CAMERA 

Kenro Graphics, Inc., Dept. F-3, 25 
Commerce St., Chatham, N. J., announces 
a prismatic head for the Kenro Vertical 
18 Camera. This allows making right- 
reading photocopies of reproduction qual- 
ity in One shot, in either positive or nega- 
tive form. Copy can be enlarged up to four 


times or reduced to half size. In operation, 
the prismatic head reverses the image be- 
ing photographed. The result is a right- 
reading copy on either photosensitive paper 
or film up to 12” x 18”. Direct positive 
copies with black type on white, or nega- 
tive copies with white type on black back- 
ground, can be produced without making 
an intermediate negative. Direct color 
copies can be made with special paper. 
Development of exposed materials utilizes 
standard darkroom techniques. The pris- 
matic head is 21” x 1534” at the base and 
15” high. It fits easily and quickly into the 
camera top recess normally occupied by 
the standard head, with which it and the 
xerographic head are interchangeable. The 
prismatic head has a folding pressure back 
which facilitates easy positioning of photo- 
sensitive material. A ground glass is pro- 


vided. This accessory gives the Kenro 
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Vertical 18 Camera wide application for 
economically copying, enlarging or reduc- 
ing correspondence, engineering drawings; 
charts, schedules and other control mat- 
ter; printed material, making stats for ad- 
vertising and other uses, re-sizing photo- 
composition and preparing rapid proofs 
of paste-ups. An unskilled person, with 
no camera experience, can operate the 
camera proficiently after a few hours 
practice. The prismatic head its available 
as optional extra equipment and can be 
used with any Kenro Vertical 18 Camera. 
For More Information Circle No. 152. 


TABULATING PUNCH 


Royal McBee Corp., Port Chester, 
N. Y makes the Keysort Tabulating 
Punch which simultaneously code-punches 
quantities in body of Keysort cards, ac- 
cumulates in machine and prints detail 
tape. When the Keysort cards are sorted 








to classifications, machine’ senses the 
punching and automatically non- 
adds or subtracts as required, again pro- 
viding a printed detail tape. If needed, 
duplicate internally punched cards can be 
produced during any operation. Two 
quantities or amounts may be punched 
simultaneously. Summary punching of 
either or both quantities, is possible. Data 
is entered by a simple ten-key adding 
machine keyboard. Tape totaling capacity 
is 11 digits. For More Information Circle 
No. 169. 


adds, 
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ELECTRONIC DATA PROCESSOR 


National Cash Register Co., Dayton 9, 
Ohio, offers the NCR 304 electronic data 
processing system for automatic account- 
ing, auditing, reporting and other record 
keeping functions at high speeds. This 
completely integrated accounting system 
can produce both punched paper tape and 
punched cards from conventional NCR 
accounting, bookkeeping, adding machines, 
cash registers and other NCR sales re- 
cording equipment. Tapes and cards, cre- 
ated automatically, can later be fed direct- 


ly into the system for’ automatic process- 
ing. Technical advances incorporated in 


the NCR 304 system include transistor- 
ized design throughout, magnetic core 
memory and circuits which provide un- 
usual flexibility. Because it has been de- 
signed specifically to meet commercial 
needs, cost has been kept at a minimum 
without sacrifice of desirable functions. 
Of medium size, the NCR 304 ranges in 
price from approximately $750,000 to 
more than $1,250,000, depending upon 
the components required for a given in- 
stallation. A typical smaller 304 system, 
for example, might consist of a central 
data processor, a controller unit, several 
magnetic tape memory units, a high speed 
printer and its electronic controller, and 
a high speed paper tape reader. Larger 
systems will employ additional units, such 
as an electronic converter or high speed 
card reader, plus more magnetic tape 
memory units and additional output equip- 
ment. Delivery of the first regular pro- 
duction models next year will go to S. C. 
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. an invoice 


Johnson & Son, American United Life 
Insurance Co., General Tire & Rubber 
Co. and three to the Marine Corps. For 
More Information Circle No. 103. 


RETURN ENVELOPE ON FORMS 
American Lithofold Corp., 500 Bittner 
St., St. Louis 15, Mo., makes a one-piece 
mailing unit consisting of statement and 
remittance envelope for Lithostrip Con- 
tinuous Forms. This Electronic Remitter 
form offers savings in time and work 


where a return envelope is included with 
or statement. The return en- 
velope is attached by glue spots at top 
rear of the statement form. A _ carbon 
coated area reproduces on the envelope 
the account code number and whatever 
additional information is desired on the 
envelope while this information is typed 
on the form. This saves delays and check- 
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ing in cases where customers may fail to 
include the necessary information. The 
account number ties into the accounting 
system, eliminating reference look-ups. 
The Electronic Remitter principle offers 
many adaptations for special uses in mul- 
tiple-part forms. For details on variations 
permitting automatic pick-up and stuffing 
of Electronic Remitter forms, special 
time-saving tab controls, etc., Circle No. 
184. 


20-PAGE COLLATOR 


Collamatic Corp., Route 23, Wayne, 
N. J., makes the Model 2000 Collamatic 
Electric Collator which collates from two 
to 20 pages in one operation. This is a 
25% increase in capacity over previous 
models and the Model 2000 occupies less 
than 30% of the space of the 16-page 
model. The increase in production rate is 


when collating 


of particular 
from 20 to several hundred pages. Like 


advantage 


all ‘Collamatic models, the 20-bin colla- 
tor is equipped with Automatic Produc- 
tion Control which delivers each collated 
set of sheets automatically. This is said 
to provide as much as 40% higher pro- 
duction over equipment requiring human 
activation. The Model 2000 is one of ten 
different Collamatic models. For More 
Information Circle No. 165. 
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POST CARD BILL PERFORATOR 


Heller Roberts Mfg. Corp., American 
Perforator Div., 700 Jamaica Ave., 
Brooklyn 8, N. Y., makes the American 
Model 225 Receiptor, an electrically op- 
erated, motor driven machine for record- 
ing receipt of payment on post card bills 
used in conjunction with punched card 


The 


tabulating systems. does 
the following in less than a_ second: 
perforates customer’s receipt with Paid, 
Date, Location Number, Company Initials 
and Teller Numbers; prints stub with Date 
and Teller Number; automatically § de- 
taches stub from the receipt. Machine 1s 
equipped with cover lock, ignition lock, 
safety guards and a safety switch (ma- 
chine will not operate when door is open). 
For More Information Circle No. 163. 


Receiptor 


SPIRIT MASTER UNITS 


Rose Ribbon & Carbon Mfg. Co., Har- 
rison, N. J., has added Eye Ease Master 
Units to its line of spirit duplicating sup- 
plies. This new unit is designed to elimi- 
nate eye fatigue caused by glare. The 
master units are available in several grades 
in both black and purple. Special grades 
can be supplied on making orders. For 
complete price list and samples, dealers 
should Circle No. 173. 
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PUNCHED CARD-BOX FILES 


Tab Products Co., 995 Market St., San 
Francisco 3, Calif., has added a 
card-box files to its data processing auxil- 
iary equipment. These files store 2000- 
card boxes of machine accounting cards 


in the original containers. They provide 
a neat, orderly method for using the con- 
tainers for storage of inactive or semi- 
active punched cards as well as new card 
stock. For full information in Catalog 8 
Supplement, Circle No. 158. 


TYPEWRITER TYPE CLEANER 

Bud Type Cleaner Co., 4229 York 
Road, Baltimore 12, Md., announced a 
change in the color of their package. This 
putty cleaner is a neat way to clean type- 
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line of 


writer type because it will not spot or 
splatter clothes, nor will it remove finger- 
nail polish. The putty pulls the ink out of 
the type rather than washing the dirt into 
the machine. If your stationer or type- 
writer shop does not have Bud Type 
Cleaner in stock, they will send a sample 
to him to demonstrate to customers. For 
More Information Circle No. 146. 


BALLPENS 
Fisher Pen Co., 7333 Harrison, Forest 
Park, Ill., makes four new Ink-Pen-Cils. 
The Color-Flite offers a choice of six ink 
colors: blue, red, green, brown, black and 
perfumed turquoise. The Dialer, in the 
same choice of ink’ colors has a ball top 


for telephone dialing. The Auditor’s 
Point is extra fine for accounting work with 
blue, red or green ink. The Repro-Black 
is for duplicating and reproduction. The 
Fisher Rocket Display shows all four Ink- 
Pen-Cils which retail at 49c each. For 
More Information Circle No. 185. 


REPLY FORM 
Carteret Printing Co., 480 Canal St., 
New York 13, N. Y., manufacturers 
of Blue Chip Business Forms, announces 
the addition to its line of stock busi- 
ness forms of the Speed Reply Form. 
This is a 3-part carbon-interleaved stub- 
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style set, 842” x 84%” when detached. It 
was designed for dispatching short notes, 
instructions, questions and memos _ re- 
quiring an answer. The Speed Reply Form 
eliminates the need for writing a formal 
letter. It provides the originator with a 
carbon copy of the message for follow-up 
purposes. It folds exactly for a standard 
No. 10 window envelope to insure correct 
and speedy mailing by both sender and 
recipient. For full information and free 
samples, Circle No. 140. 


SAFE, MONEY CHEST 


Diebold, Inc., Dept. OE-124, 910 Mul- 
berry Rd., Canton 2, Ohio, makes the 
Safe-Chest Combination that offers busi- 
nesses certified protection from both fire 
and burglary in one compact, convenient 


unit. The Diebold Safe-Chest Combina- 
tion carries the following labels: Under- 
writers Laboratories Class C and T-20 
label, Underwriters Laboratories Ap- 
proved Re-locking label, Safe Manufac- 
turers National Assn. C label on the safe 
and Class 4 label on the chest. This pro- 
tects records and cash against fire, bur- 
glary and hold-ups. The protection offered 
by the Diebold Safe-Chest Combination 
pays for itself in insurance premium sav- 
ings to the owner with reduction of up 
to 73% in insurance premiums. Available 
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in six models with a wide choice of in- 
terior arrangements. The safe portion 
offers the smart styling of Diebold’s Se- 
curity Dial which is more convenient to 
use, affords better visibility and provides 
a wider margin of privacy. For More In-- 
formation Circle No. 156. 


MICROFILM CAMERA 


Microline Products Group, Ozalid Div., 
General Aniline & Film Corp., 12 Corliss 
Lane, Johnson City, N. Y., announces the 
MT/O 35 mm microfilm planetary camera 
for high speed error-proof operation. 


Automatic exposure control of the MT/O 
compensates for variations in voltage as 
well as background density and gives the 
exact exposure time for high fidelity micro- 
film of even density. This eliminates light 
meters, voltage controls and other camera 


accessories. Other design features are a 
high speed motorized column and a light- 
proof cut-off magazine for economical 
removal of short strips of film. Canted 
column design permits copy to be posi- 
tioned at the front of the copy table at all 
reductions for added speed and conven- 
ience. Operator efficiency is increased by a 
control unit which slides back out of the 
way under the copy table during operation. 
Reduction range is 12x to 30x. Variable 
copy table height from 3 ft. downward 
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duplicating — 
headaches? 


Whatever the problem-—--re-runs, emer- 
gency runs, extra long runs, or “show 
through” — solve it by selecting the 
right ATLANTIC PAPER for the machine 
you are using. 

To help that selection, your Franchised 
EASTERN Merchant-will give you 
both sound advice on the 
right ATLANTIC PAPER 
and a free 1958 copy of # 


EASTERN 


sive instruction book “Introduction to 
Office Duplicating and Printing”. 
You'll find it informative and 
releestte-1e) (om 

Once you've tried ATLANTIC PAPERS, 
you'll get top-notch performance from 
your equipment... smoother runs with- 
out wasted time or effort. 
Call your Franchised 


: EASTERN Merchant today 
EASTERN'S comprehen- Atlantic . for a free sample packet. 
‘ » 


EXCELLENCE IN 


FINE PAPERS 


ATLANTIC BOND - ATLANTIC DUPLICATOR - ATLANTIC MIMEO - ATLANTIC OFFSET ATLANTIC OPAQUE 


Atlantic Papers 


For More Information Circle No. 411 
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allows operator to sit or stand. Camera 
is operated either by foot or hand control. 
The 40” x 60” copy table accommodates 
all drawings through E sizes (37%” x 
52%"). Standard equipment includes film 
footage indicator, audible end of film 
alarm, audible and visible completion of 
exposure cycle indicators, variable mask- 
ing, variable pull-down, visible film trans- 
port indicator, electric film spacer control, 
document hold-down bars, reduction in- 
dicator, and vacuum platen at film plane 
for optimum resolution during exposure. 
Accessories include an enlarging attach- 
ment and a 16 mm conversion kit. For 
More Information Circle No. 131. 


BOOK RACK 


Catskill Craftsmen, Inc., 2 West 45th 
Si., New York 36, N. Y., makes a con- 
venient Eye/Angle Jiffy Desk Rack for 
books or record volumes which are most 


used. It keeps mecessary books and 


pamphlets handy for ready reference, sav- 
ing time and effort. It is also convenient 
for home use. The Jiffy Rack is con- 
structed of solid hardwood with no dowels, 
screws or hardware. Obtainable in natural 
wood finish or walnut finish, packed in 
individual mailing cartons. Made in three 
sizes: 14”, 17” and 23”. For More Infor- 
mation Circle No. 175, 
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4-COLOR PENCIL 

Benard Sales Co., 16 East 17th St., 
New York 3, N. Y., offers the Welt 4- 
color automatic pencil which changes four 
color automatically by finger-tip 
action. In smooth silver-finish Eloxal, a 
highly durable metal, this special model 
is designed for individuals or companies 
wishing to imprint their names for gifts 
or advertising purposes. Only $2 postpaid. 
For More Information Circle No. 138. 


SAFE-DESK 
Bentson Mfg. Co., 652 N. Highland 
Ave., Aurora, Ill., makes the steel Guar- 
dex Desk which built-in, fire-resist- 
ant safe carrying the North American 
laboratories Class C label. The safe can 
be in either pedestal of the desk. A light 


leads 


has a 


touch brings out the safe’s drawer on its 


ball bearing cradle suspension. Made to 
take Pendaflex folders in both letter and 
legal sizes. A metal partition separates the 
front filing section from the rear storage 
compartment. Safe has a Yale combina- 
tion lock offering 10,000 possible combi- 
nations. The desk is made with either a 
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deluxe ! 


about $19 


A Case of 
Good 
Management! 


DELUXE BRIEF BAG | 


This ultra-elegant executive case affords all the / 
magnificence of cases selling for as much as | 
$50.00, for nowhere near that cost! Patented | LOOKS like leather... 


molded Nylon Lifetime Edge adds years to j 

the life of the case. Yale extension lock can’t a 

snap open accidentally. Heavy lock-stitched / FEELS like leather... 
edges add to the smartness and wearing 


qualities. Lifetime Handle—cushioned for ; OUTWEARS leather 5to}... 
carrying comfort. Three roomy pockets 
| UNCONDITIONALLY 


keep contents separated and easy to get at. 


In London Tan, British Brown or Black. ] GUARANTEED 5 YEARS 


Lt RB ee 

STEBCO, Dept. E-9 

1401 W. Jackson Blvd., Chicago 7, Ill. 

Please send FREE TUFIDE Catalog. (If you 
have special case requirements, attach a note 
specifying your.needs and quantity.) 


See the complete selection of Turipe Sales 
and Executive Cases at stationers and / 
department stores. Special cases designed 

to order. Mail coupon for details. 


Your Name 


/ 
Steleco (Since 1918) j Company Name. 


Address 
Chicago 7, Illinois 
H City & Zone 


For More Information Circle No. 412 
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ROBERTSON’S 


Dial-a-Plete printer 


makes your offset plate with precision 
AUTOMATICALLY 


Every time you slide your pre-sensitized 

plate into this amazingly fast, automatic 

printer, perfect results are assured. The 
high speed, enclosed light source is matched to the 
plate emulsion, and when you set the dial and push 
in the drawer, an accurate, automatic timer takes 
control. The light is uniform in intensity and uniform 
in distribution because the perfectly shaped reflector 
utilizes every ray. There are no halations, no under- 
cutting. Your plate is a perfect copy, automatically 
and safely reproduced without the dangerous hazard 
of open flame arc or any high voltage light unit. 


—and the cost is surprisingly low! 


obeitson 


PHOTO-MECHANIX 





55” or 60” rolled edge or square top, in 
a full range of colors and grained wood 
finishes. The Zone | list price is $366.80. 
For More Information Circle No. 164. 


COPYHOLDER 


Curtis-Young Corp., 110 West 18th St., 
New York 11, N. Y., announces that the 
Copy-Right Copyholder, a_ staple office 
for nearly 35 years, has been 
improved with the adoption of a cleverly 
designed modern clutch mechanism. The 


accessory 


nes = 


copy plate of the machine can be regu- 
lated to drop rapidly or release slowly and 
softly as preferred by the operator. The 
clutch adjustment is simply made by turn- 
ing a small chrome knob. The clutch is 
unconditionally guaranteed for the life of 
the Copy-Right Copyholder. The machine 
is a sturdy, virtually indestructible mech- 
anism designed to render dependable re- 
pair-free service. For More Information 
Circle No. 159. 


STORAGE FILES 


Bankers Box Co., Dept. 0-3, 2607 North 
25th St., Franklin Park, Ill., makes Tandem 
Storage Files, developed from a recent 
study of the needs of many large users 
and consultation with record storage spe- 
cialists. The basic principle is the com- 
bination of a simple, inexpensive cor- 
rugated filing tray with a rugged stacking 
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unit that can be built-up and added to as 
additional capacity is needed. The tray is 
15” wide, 12” deep and 10” high so that 
either letter or legal size units can be filed 
or, with the use of partitions, other forms 
such as checks, file cards, etc. The tray 
has an automatic locking bottom that sets- 
up without the use of tape, staples or other 
fasteners. Two trays are then fitted into 
each one of the stacking units consisting 
of a corrugated fibre board shell reinforced 
with steel side plates and steel stackers 
The patented construction allows all 
weight of the records to be carried on the 
steel supports rather than the fibre board 
The use of a box or tray 15” x 12” x 10” 
for records storage is becoming increasing- 
ly popular because of the lighter weight 
and versatility, but getting shelving to fit 
the space available was costly. The com- 


construction of the Tandem shell 
and eliminates any waste. Pur- 
chasing can be simplified because the 
Tandem File is a complete filing unit that 
can be set up quickly without tools or 
special skill by any office girl. As these 
files are available in stock, one need buy 
only the amount currently needed. As 
additional capacity is required, more files 
can be interlocked vertically or side-by- 
side as space permits. There are two trays 
in each Tandem File giving 30” of letter 
filing capacity or 24” of legal size capacity. 
The trays can be conveniently handled in a 
30” aisle. For More Information Circle 
No. 120. 


pact 
stackers 





MODULAR 
FURNITURE 


Haskell of Pitts- 
burgh, 303 E 
Carson St., Pitts- 
burgh 19, Pa., an- 
nounces its Gate- 
way Group of steel 
office furniture de- 
signed by Ken 
White Associates. 
This moderately 
priced furniture 
allows executives 
with limited bud- 
gets to enjoy the 
pleasure of modern office decor and effi- 
ciency. The new Gateway Catalog, now 
available to the trade, reflects the beauty 
of higher priced lines. Featured in the 
group are double and single pedestal 


desks, two and three sectional credenzas, 
and tables for every decorative and func- 
tional need including designs for confer- 
ence, executive, secretarial and reception 
office needs. The Gateway group creates 
the illusion of spaciousness. Its design is 


compatible with principles of the modern 
trend in office decor that places empha- 
sis on a light, airy, open atmosphere. 
Haskell Gateway also emphasizes color in 
an interesting range of two-tone effects. 
The modular design factor permits knock- 
down construction with substantial savings 
in shipping charges and inventory storage 
costs. For More Information Circle No. 
126. 


PAPER DESTROYER 


Silent Glow Oijl Burner 
Windsor St., Hartford 5, Conn., offers 
the Confidential Paper Destroyer which 
completely destroys confidential, classified 
material by a combustion process. Used 
by banks, atomic energy plants and other 
security-wise companies where caution in 
disposing of papers and documents must 
be exercised to the fullest, this rugged, 
reliable full security unit answers many 
similar problems. Combustible material 
can be loaded in packages or bundles: 
there is no need to separate it. The 


Corp., 863 


168 


Confidential Paper Destroyer is a_ sure, 
speedy, safe means of destroying obsolete 
records, old paper money, blueprints, stock 
certificates, canceled checks, ledger books, 
time cards, tickets, bank deposit slips, and 
other material. Its process of triple cham- 
ber, hydroxylative combustion reduces the 


heaviest type of cardboard and paper 
material to a fine, white ash. The burning 
material is changed from a solid to a gas, 
and small quantities of heated air are 
introduced to accomplish complete com- 
bustion. For More Information Circle No. 
147. 
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New Ink-Pen-Cils 


by FISHER 


COMBINES THE BEST 
OF PEN AND PENCIL DIALER 


COLOR-FLITE 


AUDITOR’S POINT 


REPRO-BLACK 


For Every Office Use 


FISHER INK-PEN-CILS WRITE BETTER LONGER 


DIALER Ink-Pen-Cil COLOR-FLITE 


for telephone busy people Ink-Pen-Cil 

Combination Quality Writing for general office use 

Instrument and Phone Dialer Medium or fine points in 
Medium point in Blue, Red, Green, Blue, Red, Green, Brown, 

Brown, Turquoise (Perfumed), Turquoise (Perfumed), or Black inks 

or Black inks. 
REPRO-BLACK ‘ 
AUDITOR'S POINT Ink-Pen-Cil , 
: Look for this 


Ink-Pen-Cil for duplication reproduction coleated 


for bookkeeping Finest Reproducing Ball Pen ROCKET DISPLAY 
Extra fine point in Blue, Red, on the Market Today of Ink-Pen-Cils 
or Green ink. In Black Medium or Fine Point by FISHER 


FISHER PEN COMPANY 


7333 Harrison ¢ Forest Park, Illinois 
For More Information Circle No. 424 





DUPLICATING STENCIL 


Frankel Mfg. Co., 285 Rio Grande 
Blvd., Denver 23, Colo., has perfected a 
100% static-free stencil which will remain 
completely free of static in any and all 
climatic conditions in any part of the 
world. This is especially important for 
users of duplicating machines such as the 
Rex Rotary, Gestetner and all silk screen 
machines. The static-free quality has been 
incorporated into all of Frankel’s line of 


ae 


Klean-Write stencils. In addition, Frankel 
stencils are equally good for typing or 
stylus work and completely free of odors. 
The company guarantees that each stencil 
will produce a minimum of 15,000 copies. 
Available with or without film topsheet, 
in Glare-Pruf colors: blue, green or white. 
100% Static Free Stencils with film top 
are $4.15 per quire; without film, $2.75 
per quire. For More Information Circle 
No. 170. 


HUMIDIFIER 


Safeguard Corp., Lansdale, Pa., makes 
the Model 400 Humi-Zon humidifier 
which draws air through a filter to remove 
dust, pollen and other air borne impuri- 
ties, then circulates the air through mois- 
ture dissipating baffles. It will increase the 
relative humidity of air in an office o1 
room 10 x 14 x 8 ft. from 20% to 40% 


170 


in five hours or less, and then maintain 
relative humidity at 40-50%. This helps 
prevent colds, sore throats and other res 


piratory infections, makes offices more 


comfortable at lower temperature and re- 
The Humi-Zon measures 


bills. 


duces fuel 


is attractively finished 
in choice of ebony or ivory and gold, and 
operates on 110-volt AC. Easily filled tank 
holds 2% gqts. of water and indicator 
shows water level. Introductory price 
$19.95, nationa] list price $24.95. For 
More Information Circle No. 166. 


izes” x x 612” 


PHOTCCOPY PAPER DISPENSER 

Dri-Stat Div., Peerless Photo Products, 
Inc., Shoreham, N. Y., offers an inexpen- 
sive light-tight paper dispenser designed to 


accommodate the papers used in the Dri- 
Stat and similar office photocopy processes. 
An attractive unit made of pressed board 


For More information Circle No. 192 —> 
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DEL Us| 


VERTI-FILE 





DELUXE METAL FURNITURE CO. 
STRUTHERS STREET 


WARREN, PA. 
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the new, accepted 
- system for filing 
3 active records 


One of the truly modern advances in office procedures is that of 
open shelf filing. By taking advantage of such progressive tech- 
niques as terminal digit filing, more active records can be kept in 
less space than ever before possible. With the Deluxe Verti-file, 
you not only save floor space, but your cost per filing inch is only 
one-third the cost of conventional drawer files. 




















LOOK AT THE ADVANTAGES OF OPEN SHELF FILING 

Saves 6624% of the cost of standard drawer files 

100% increase in file capacity 

Unlimited visibility and accessibility to files. 

Saves up to 60% in valuable floor space 

Reduces the number of file clerks usually required 

Wide use in commercial-institutional and industrial offices 
Reduces employee fatigue and increases filing accuracy 

Faster, more efficient filing—less walking, no drawers to open 
No need for step stools—easily accessible 


VERTI-FILE CONSTRUCTION FEATURES AND DIMENSIONS 
Free standing—Rigid—Complete 
Shelves and dividers can be easily adjusted without tools 
Complete cabinet structure affords maximum folio protection 
CHEM-A-COTE baked-on enamel finish 
Bottom shelf 6” off floor, protects folios from wet mopping 
36” wide, 91” high, 14” deep @ Net weight: 200 Ibs. 
Capacity: 247 filing inches 


MAIL CARD TODAY FOR 





BROCHURE ON VERTI-FILE 


DELUXE METAL FURNITURE COMPANY 
WARREN, PA. © 4 Division of the Royal Metal Mfg. Co. 





VERTI-FILE with doors ot 





























GENTLEMEN: Please rush to me without obligation your Verti- 
File Catalog V416. | am interested in learning how Verti- 


File can step up the efficiency of our active filing records. 


NAME TITLE 


ORGANIZATION 


ADDRESS 





VERTI-FILE with doors 
for finished 
appearance and security 


Only Verti-File has 
security type doors 


To your specifications Verti-file may be 
ordered with from one to seven doors per 
section. These doors may be ordered with 
or without locks and the locks can be 
keyed alike or differently. Verti-file doors 
are disappearing type. 





Doors may be added to existing 7-shelf 

Verti-file sections at any time and can be 

ordered separately. 

Verti-file dimensions (per section): 

@ 36” wide, 91” high, 14” deep 

e Capacity: 247 filing inches 

e Weight: 195 lbs. plus 10 lbs. for each 
door ordered 


8-SHELF VERTI-FILE 


Constructed with same features as standard 
Verti-file dimensions. Sold only without doors. 

e 91” high, 36” wide, 14” deep, 2” base 

e Capacity: 282 filing inches per unit 

e Weight: 210 Ibs. 

e 8-shelf openings on 11” centers 


5-SHELF VERTI-FILE 


For use in modular office partitioning or in 
smaller offices. 35% more filing space than 
standard 5-drawer files. Available with or with- 
out doors. 

e 67” high, 36” wide, 14” deep, 6” base 

e Capacity: 176 filing inches 

e 5 shelf openings 


LEGAL SIZE VERTI-FILE - 172” DEEP 


e 91” high—8 openings 
THREE STYLES e 91” high—7 openings (doors optional ) 
e 67” high—S openings (doors optional ) 
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DELUXE METAL FURNITURE COMPANY 
WARREN, PA. © 4 Division of the Royal Metal Mfg. Co. 




















with a durable gray gloss finish, the dis- 
penser provides separate compartments 
for both positive and negative papers. 
A convenient handle on the top provides 
a quick means of ejecting the negative 
paper, one sheet at a time. This economy 
paper dispenser accommodates both letter 


and legal sizes. Its list price is $3. For. 


More Information Circle No. 145. 


WALL COVERING 


Curon Div., Curtiss-Wright Corp., 50 
Rockefeller Plaza, New York 20, N. Y., 
announces Curon, a decorative wall and 
ceiling covering that soundproofs and 
insulates. This material adds rich texture 
and colorful design to walls and ceilings, 
and reduces noise reverberation within 
the room and sound transmission between 
adjoining rooms. Curon maintains its flex- 
ibility over a wide temperature range, so 
that it may be used for virtually every 


kind of insulating job, retaining its effec- 
tiveness for years. Curon Wall Covering 
is available in 10” squares and 24”-wide 
rolls with plain or striated surfaces in 12 
decorator colors. Using -Curon Wall Cov- 
ering adhesive, tiles or panels can be ap- 
plied to walls and ceilings quickly and 
easily. Combining thermal insulation and 
soundproofing with a long-lasting decora- 
tive finish, Curon is also fire resistant and 
easy to maintain. The covering can be 
vacuum cleaned or washed with a mild 
soap and water solution. For More Infor- 
mation Circle No. 135. 


< For More Information Circle No. 192 


TYPEWRITER 
TYPE 
CLEANER 


ASK YOUR 
Office Supply or 
Typewriter Man 
To Demonstrate 


BUD 


PINK PLASTIC PUTTY 


that pulls the dirt out of type- 
writer type rather than washing 
it into the machine 


NO MESSY LIQUIDS 
fo remove nail polish, 


spot or spatter clothes. 


NO HARMFUL FUMES to cause headaches 
or colds. 


To make neat erasures—just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erase and there will be no smear, 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
eo. OR £een 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 398 
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Cel-l 
offers the 
which 
authorized 


dignified in 
phenolic 
strument. Fits all Bell 
those with the numbers outside the finger- 
holes of 


PHONE LOCK 


-Dex Corp., 
Loc-Ur-Phone 
retails for $1 and 
phone 
incoming 
appearance, 


calls 
with calls. 


plastic, 


the dial, as well 
prevent unauthorized 


abot 
ANN pero’ r3 Pecteo 


made 
it seems part of the in 
system 


as older 


New Windsor, N. Y.., 
telephone 

prevents un- 
without 
Unobtrusive, 


lock 
interfer- 
of black 
phones, 


types. 


after-hour use, 


. 


atories.Jnc. 


Today’s 


Lowest-Priced Protection! 


Cu SENTRY’ SAFES 


SENTRY® 
Safe -and-Cabinet 


Exclusive! Genuine mahog- 
any, walnut or blond cabinet 
conceals safe, makes a hand- 
some table, telephone stand, 
TV base. Cab: 2544” x 20 

x 20”. Safe, inside: 15” x 12 

x 13” (2340 cu. in.) 260 lbs. 


Safe and Cabinet $119% 
Safe Only $7995 


Sell for 35% to 50% LESS 
than comparable labeled 


or unlabeled safes 
SENTRY 


All new 
sates 
hour 1700° F. 
2000° F. explosion hazard 


test label—and feature Ver- 


miculite insulation, all- 
built- 
combination 


welded construction, 
in 3-number 
lock, bank vault type lock 
bar, baked enamei 


50% less than any 
comparable safes. 
Why risk losing money 
and valuable records when 
a SENTRY 
Write for free booklet, 12 
Big Reasons Why 


name of nearest dealer. 


SENTRYS® ‘A 4 | 
START AT 


Slightly higher in West 


JOHN D. BRUSH & CO., Inc. 


554 West Ave., Rochester 11, N.Y. 
Pe ee a _. P - 


For More Information Circle No. 439 


floor 
carry the U.L. one 
fire test and 


finish, 
yet they sell for 35% to 
other 


costs so little! 


You 
Need A SENTRY Safe” and 


| 


OFFIC 


can be 
Homes 
teenagel 


phones 
locked 
with a 
affiliated with “tel 
ephonitis” can also 

control 
telephone 

Loc-Ur 


offers a 


exercise 
ove! 
bills 
Phone 
number of key 
changes for 
er protection. It 
cannot be removed 
from the telephone 
without the use of 
the key, but it can 
be unlocked in sec 
onds. Incoming 
calls are never in 
terfered with. For 
More Information 
Circle No. 110. 


great 


GOLD 
OFFSET INK 


Roll-O-Graphic 
Corp., 133 Prince 
St., New York 12, 
N. Y., has devel 
oped Bayol D, for 
offset users and 
lithographers who 
experience a piling 
problem when 
using Rolcor Ma- 
jestic Offset Gold 
Ink. Bayol D elim- 
inates this minor 
problem, and _ is 
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“THE PEN AND THE PENCIL 


IT’S THE GROSS BETWEEN 


il Regular 


today’s most 


efficient and economical writing tool for the office 
The Venus Velvet ball PEN cil is normal surface + ink supply lasts 
today’s number one writing tool. |*} longer « Nothing to twist, turn. Five 
Combines best features of pencil and styles for every writing job. 29c—39c 
pen « light “‘feel’’ of a pencil « finest each. Less by the dozen. Order from 
ball mechanism «+ writes on any your stationer. 


Tt he J Ag 
\ K (é S Pr Venus Pen & Pencil Corp., Hoboken, N. J. 


Please send a Venus Velvet ball PEN® cil 


ball PENe« 


VENUS VELVET 





sample to me at no obligation. 


velvet | i= 
ball PEN: cil® 








For More Information Circle No. 22 
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Don't break your back 
digging up buried information! 


LOCATE YOUR RECORDS EASILY—No more fussing 
and fuming. With Pronto files your records are 
as active as your regular files 

BEAUTIFUL APPEARANCE—Finish in attractive 
olive green to match your regular office files 
STURDY CONSTRUCTION—Built of 275 Ib. tested 
corrugated fibre board... reinforced with steel 
on the shell and the four corners of the drawers 
as well 

SAVE FLOOR SPACE—Prontos are constructed to 
interlock into solid units and stack as high as 
the ceiling 


PRONTO 


~ STORAGE FILES 


Legal Size $4.55 


Letter Size 


$3.70 


Prices slightly higher 
in Texas, Colorado 
West of the Rockies and 
outside the USA 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N.Y 


For More Information Circle No. 276 
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"Check Size $2.50 


available from local Rolcor dealers. For 
name and address of your dealer, Circle 
No. 187. 


PHOTOCOPY PAPER DISPENSERS 


Ampto, Inc., Newton 6, N. J., an- 
nounces the Ampto Photo Paper Dispen- 
ser which handles papers or film in four 
pmess Ba” xX 2" Ba x 14", 11° x 47" 
and 14” x 17”. Designed for use in offices, 


engineering, art, and duplicating depart- 
ments, dispensers are constructed so that 


they can be stacked one on top of an- 
other. They are all-metal with gray enamel 
finish. Dispensing section for negative 
papers is light tight and there is an 
ejector lever which dispenses a_ single 
sheet at a time. For More Information 
Circle No. 137. 


PAPER PUNCH 
Metal Specialties Mfg. Co., 1975 N. 
Cornell Ave., Melrose Park, IIl., makes the 
Presto-Matic Double Action Paper Punch 
which will punch up to 25 sheets of 16-Ib. 
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Here is the 


VW OW NACHE, 


Calculator that 
turns time into money 


In speed, in accuracy, in overall performance 
Monro-Matic" Calculators are far. ahead. Where 
other calculators depend on human decision, 
Monroe Calculators work automatically saving 
time, saving money, reducing errors. 


Monro-Matic Calculators are being bought today 
by top companies like these: 


CONTINENTAL 
i€ 


| 

CAN COMPANY | 

l ie J 
For the greatest savings... choose the world’s 


Kimberly-Clark 
Corporation 


most advanced calculator . 


See the MAN from MON 


Monroe Calculating Machine Company, tnc., Orange, New Jersey 


tor CALCULATING 
ADDING + ACCOUNTING 


DATA PROCESSING MACHINES 
Offices for sales and service throughout the world 


For More Information Circle No. 247 
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MAIL ORDER OPPORTUNITY 


EXCITING home business or office side 
line. Mail order executive. will show you 
how to net large profits with no investment 
in merchandise or advertising required. 
Experience not necessary. Proven practical, 
fully explained in FREE confidential letter. 
Write: IMPACT! Inc., 3407 Prospect Ave., 
Dept. 62-3, Cleveland 15, Ohio. 











For More Information Circle No. 429 


VALUABLE BOOKLET AREE 


There is no obligation to us, but we feel you 
have an obligation to your organization, so 
that no one can say, a year from now, “If 
we had only known all of the facts.’ 


This book contains in charts and illustrations 
answers to the following questions: 


1. The Space Problem 
—The True Answer. 


Filing Operations. 
5. Time Saved thru 


2. How to eliminate Operation Elimination. 


Traffic and Congestion. 


3. Filing Clerk Morale 
—The WHY facts. 


4. Motion Study of 


7. Results of a prospect’s survey of five 
prominent users on a point basis. 


Creator of Effective Tools for Effective Management 
Phone Westport, Conn. CA 7-4111 or write 


WASSELL ORGANIZATION, INC. 


Westport, Conn. 


6. Comparison of three 
filing methods by 
square feet and lineal 
feet. 


Please send free Booklet “Backward or Forward in 
Filing” 


Company 
Address __-- 


For More Information Circle No. 430 
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stock. It is adjustable for punching 2, 3, 
4,7 or any other combination of holes on 
58” centers. Guides provide self-centering 
of sheets up to 13” high. Compression 
heads make for punching action. 
Holes may be accurately located in any 
position .in increments of 1/16”. An over- 
size rubber protects the desk and 
quiets punching operation. With three 
punching heads, the Presto-Matic Punch 
is $13.75. Extra $2.75 each. 
For More Information No. 115. 


easy 
base 


heads are 
Circle 


PAPER STOCK TRUCKS 

Foster Mfg. Co., 13th & Cherry Sts., 
Philadelphia 7, Pa., makes portable paper 
stock racks to aid workflow in duplicating 
and printing departments. Made of heavy 
gauge steel, finished in gray, with rubber- 
ized Bassick steel ball bearing wheels per- 
manently attached for easy handling, the 
paper trucks offer quick access to, and 
easy handling of, all stock on the multiple 





tiers. Two 16-shelf models have two re- 
movable shelves per tier. Shelves firmly 
hold heaviest weights on their reinforced 
runners. Available with double 20” x 13 
Masonite shelves for holding stock up to 
20” x 26”, and with double 22” x 17” 
shelves that can be used for stock up to 
22” x 34”. This firm 


makes Top 
Shelf Bindery Trucks, with or without 
shelves, in sizes 19” x 25”, 24” x 30” and 
28” x 40”. Shelves on bindery trucks lock 
out of the way when not in use. For More 


Information Circle No. 101. 


also 
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ELECTRO-REX 


Insert clippings from catalogues, printed matter, drawings 
or even a photograph around the right drum of Electro-Rex. 
While the drums rotate, a photocell electronically 

scans all details, and a stylus perforates them onto a 
plastic stencil or an offset plate. Finest scanning — 

125 to 750 lines per inch 


CUTS COSTS TO THE BONE 





AMERICAN BLOWER ry 


#0 rch #0 rare 


- 
<< 


REX-ROTARY D-280 


The heavy-duty Rex Rotary D-280 duplicator — the 
companion machine to Electro-Rex —is coordinated to 
produce best reproductions from Electro-Rex 
stencils with genuine quick-drying paste ink 
comparable to fine printing. its mathematically 
accurate printing press registration makes it possible 
to print even beautiful multi-colors. All this is so 
simple that anybody in your office can do it. 


Ask for More Detailed information and Demonstration! 











PRINTS LIKE A 


ELECTRO-REX CORPORATION OF AMERICA 


REX-ROTARY DISTRIBUTING CORPORATION 
For More Information Circle No. 271 





387 Fourth Avenue, New York 
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of ‘aaromotic 


| ~ ELECTRIC STAPLING. 
tHe —Staplex S-88 
with a NEW. exclusive feature 


IN 2 SECONDS 


Sraplex FIRST... 


and foremost in automatic electric stapling 
now brings you an exciting, inexpensive 
stapler, Model S-88, featuring: 
POP-OUT LOADING—empty staple track 
pops out at the touch of a button—drop 
staples into track! no housing to re- 
move a nothing to lift up or out 
{and no more wasted time, frayed tempers, 
broken finger nails, etc.!) 
FAST — DEPENDABLE — positive, split 
second stapling always assured by the 
STAPLEX simple, perfected single contact 
control 
COMPLETELY AUTOMATIC — staples in 
stantly at the touch of a paper (or other 
material) both hands left free to work 


PORTABLE — plus into any A.C. outlet 
INEXPENSIVE—sensational new low pri 


now everyone can afford the new S-8& 
by Staplex 


Your assurance of quality ond dependability is 
Staplex’s many years of manufacturing thousands 
of automatic electric stoplers. Why waste time, 
money and effort on inefficient fastening methods? 
Get the S$-88, today! 


THE =Sfaplex COMPANY 
775 Fifth Ave., Brooklyn 32, N. Y. 
Show me the Staplex 88 in action! 
Send me further information 
NAME — 
COMPANY________ 
i - a : 
3-58 1958, The Staplex Company 








" More Information Circle No. 431 


ACCOUNTING RECORDS SAFE 

Mosler Safe Co., Dept. O-358, 320 Fifth 
Ave., New York 1, N. Y., makes Mosle1 
Machine Accounting Record Safes which 
hold ledger trays on a sliding shelf. The 
safe has been tested to protect records 


from fire up to 2000° F. for four hours. 


Additional room for records storage is 
| provided below the ledger tray drawer. 


The pull-out shelf is positioned so that a 


| girl can easily slide the trays onto a 
| wheeled posting tray stand. At no time is 
} it necessary to lift them. When the shelf 


is pulled out, ledger cards can be referred 
to from a comfortable seated position. 
These safes are also available in multiple 
shelf models which will hold up to 16 
ledger trays. For More Information Circle 
No. 106. 


PHOTOCOPIERS 


Hunter Photo-Copyist, Inc., 43 Spencer 
St., Syracuse 4, N. Y., has adapted the 
new polishing process for stainless steel, 





hunter 


called Electro-Glo, for its photocopying 
machines. Electro-Glo is the electrolytic 
polishing of stainless steel when the object 
being polished serves as the anode in an 
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OFFICE 





electrolyte. The flow current is such that 
.0002” to .001” of metal is removed from 
the object, leaving a highly polished, dur- 
able and attractive surface. This is said to 
make the cabinets and internal parts of 
photocopying machines more durable and 
attractive. They look better longer and 
have more sales appeal. The firm will 
continue to manufacture photocopiers in 
green, its standard color. For More 
Information Circle No. 141. 


The Business Game goes smoothly 


Nu -Vise 
PROJECTING 
SIGNAL 


, “Nerticoe 


f 
r Records 





In regular 


For More Information Circle 


100-Pack 
20-Pack Plastic Boxes 

GEORGE B. GRAFF COMPANY 

54 Washburn Ave., Cambridge 40, Mass. 


No. 


REMOTE WATERCOOLER 


Sunroc Corp., Division RPC, Glen 
Riddle, Pa., makes the RP-16¢ 
recessed panel watercooler which supplies 
water to dispensing outlets from an over- 
head, out-of-way position. This 
the 


Sunroc 


cooler 


meets largest industrial requirements, 


yet is small enough to be bolted directly 
to a building column in an overhead loca- 
to overcome objections to 
standard floor 
coolers in indus 
trial areas, it 
is ideal for plants 
of all types and 
sizes. Installed 
of the way, 

not 


tion. Designed 


out 
it 
subject 
from ma 
handling 
| y 
} 
—aa 


Ld 


damage 


terials 


equipment 
chinery 
and 


of 


or ma- 
Service 

maintenance 
standard cool 
ers an expense 
that sometimes de- 
management 
from supplying re 
frigerated water to 
plant employees 
Sunroc Coolers 


IS 


ters 


And in handy 


432 
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...hold the phone 
ll have it for you 
right away... 


Omptograph*® 


“220M” by 


new features 
make figures fly 
...and so simple 

to multiply ! 


omptometer 


New Multiplication Key—it prints the answer, and both 
of the factors, on two easy-to-read lines. 


New High Speed—220 cycles per minute. Over 30° 
faster than most other 10-key listing machines. 


New More Flexible Keyboard—accepts figures faster. 


New Dual Purpose Lever—increases capacity to 11- 
digit listing, 13 totaling—for addition and subtraction. 
New Color—smart “‘Autumn Tan’’—blends with mod- 
ern office decor. 
New Variable Space Control—adjusts for single or 
double spacing. 


Plus these wanted features: Exclusive Automatic Visi- Balance Window—Single Cycle, 
Single Purpose, Controt Keys— Adjustable Keyboard Angle —Two Color Printing — 
Quiet Rotary Action—Streamlined Styling—Concealed Paper Roll—and many others. 


4 omptometer ¢ orporation 


For More Information Circle No. 246 
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NOW 
LEASE 


any Comptometer Business 
Machine on a nationwide 
leasing plan through all 
Comptometer offices. 





New Comptometer 
Customatic 
World’s fastest way to figure 
.. now faster than ever. Try 
it FREE on your own work. 
See for yourself. 





Comptometer Commander 
Insures accuracy in dicta- 
tion. Lifetime Magnetic belt 
saves far more than ma- 
chine costs. See for yourself. 


COMPTOMETER CORPORATION 
1724 N. Paulina St., Chicago 22, til. 


Arrange free office trial for 
me on: 


Send me literature on 


} Comptometer 
Customatic 


] Comptometer Comp- 
tograph “220M” 


} Comptometer 
Commander 
Name 
Firm_ 
Address___ 
City___ 


18] 





Carbon Papers @ Inked Ribbons ® Carbon Paper Ribbons ¢ Carbon Copy Sets © Spirit 
Carbons @® Master Units @ Printed Master Sets ©@ Duplicating Supplies © Copyholders 


EXPERIENCE reftected in manufacturing CONFIDENCE i, products and service 
perfection as a result of sixty-three years ... produced and distributed by one of the 
of uninterrupted production .. . combined few remaining owner-managed corporations 
with the most modern merchandising and in the ribbon and carbon industry 
packaging methods. 


CURTIS-YOUNG CORPORATION 


110 West 18th Street, New York 1], New York » ORegon 5-3636 


U.S. CARBON & RIBBON MANUFACTURING CO., INC. 


621 Cherry Street, Philadelphio 6, Po. * WAlnut 2-1416 Fa 
CURTIS- 


1S-YOUNG 
DUPLICATING PRODUCTS THAT REFLECT YOUR GOOD JUDGEMENT | ‘ ao” 


For More Information Circle No. 408 
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are economical to buy and install, in most 
plants, by hook-up to existing plumbing 
and drainage facilities without disruption 
of plant operation. They utilize existing 
drinking fountains and other dispensing 
outlets used for supplying drinking water. 
[he cooler is economically operated, re- 
quiring a minimum of maintenance. It 
supplies 16 gph of properly cooled drink- 
ing water and measures only 16%” 
square. All water bearing parts in these 
coolers are brass or copper. Coolers are 
constructed for maximum endurance with 
a welded steel cabinet finished with a 
double baked, positive seal primer.. The 
cabinet-front has the temperature control 
which is easily adjustable by authorized 
personnel. For More Information Circle 
No. 144. 


THE 


ROL-RACK 


FIVE FEET OF 
SHELF SPACE 
Used By 
Thousands of 
Industries, Schools, 
Libraries, ete. 
U. S. Govt. 

STURDY & DURABLE 
Choice selected 1144” 
maple. Sloping shelves 
angled for title reading, 
doweled and bolted to 
assure durability. Side- 
riveted swivel casters by 
Bassick with resilient rub- 
ber tires. Rolls smoothly 
with a full load. 


Walnut Finish or 
Natural Wood Finish 


32” long, 13” deep, 
31” high. 


14” between shelves 


CATSKILL CRAFTSMEN, INC — 


2 West 45th St., New York 36, N.Y. 


$ 4950 





LITERATURE HOLDER 


Arlington Aluminum Co., 19007 W. 
Davison, Detroit 23, Mich., makes a 
counter-top literature holder with adjust- 
able vertical dividers for all sizes of give- 


ATTENTION 
It’s here—a mobile office 
unit—New, Functional. 
o o o lt rolls 0 0 o 


\ 4 


F.O.B. Factory 
Stamford, N. Y. 
Weight 49 Lbs. 


A Subsidiary of The Grolier #j 
Society, Inc. Publishers of The 


Book of Knowledge and 
Encyclopedia Americana. 


For More Information Circle No. 363 


Tue Orrice—March, 1958 





How To Get Things Done 
Better And Faster 


BOARDMASTER VISUAL CONTROL 


- Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

- Simple to operate — Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, 
Scheduling, Sales, Etc. 
Made of Metal. Compact and Attractive. 
Over 250,000 in Use 


Full price $4g50 with cards 


FREE 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street @© New York 36, N. Y. 
For More Information Circle No. 441 


DRAWING INSTRUMENT 
FOR DUPLICATING 


Fine lines and detailed draw- 

ings are easy to make on dupli- 
cating stencils and _ spirit 
masters with the ELECTRO- 
STYLUS. Use it like a 
fountain pen. Trace artwork, —_— 
Get perfect reproduction with- ae 

out lines spreading. Draw over typewritten copy—stencils 
won’t tear. ELECTRO-STYLUS, with 5 different points, 
only $14.50 postpaid. Moneyback guarantee. 


ELECTRO-STYLUS, Forsyth, Missouri 
For More Information Circle No. 440 


Traffic, Inventory, 


24-PAGE BOOKLET NO. F-400 
Without Obligation 








184 


Manufactured of light- 
weight aluminum, the pleasing appear- 
ance of the Arlington Literature Holder 
makes it ideal for reception rooms, offices, 
banks, insurance agencies or anywhere 
literature is displayed before the public. 
Extruded aluminum forms the decorative 
fluted border. The back is Duron _ hard- 
board. The literature rack is easily moved 
and may be cleaned with a damp cloth. 
It retains its lustre for For 
More Information Circle No. 


away literature. 


Satin years. 


168. 


ACCOUNTING MACHINES 


Monroe’ Calculating Machine Co., 
Orange, N. J., announces that the tedious 
and time-consuming part of machine post- 
ing—forms insertion and collation—has 
been eliminated by an Automatic Line 
Finder on all accounting machines in its 


President series 
instantly positions as many as three forms 
both horizontally and to the correct writ- 
ing line for immediate posting. It posi- 
tions each form electrically, regardless of 
differences in the depths of the posting 


Monroe Line Finder 


The 


lines. At the end of posting, completed 
automatically ejected. If de- 
sired, either form can be ejected singly 
while the others remain. In doing ac- 
counts receivable work, for instance, 


forms are 
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JOHN CAMERON SWAYZE . “My Cole Portable KENNETH BANGHART Split seconds are im- 
has travelled around the world with me. In any portant. For speed and accuracy | depend on my 
language, Cole’s the best.” Cole Portabie.”’ 


Read what 
these 
top-flight 


reporters 
1 aa 


QUENTIN REYNOLDS l’'ve tried them all, 
American and foreign. it's a Cole Portable for me 
it’s lighter, faster, cieaner 


Choose the COLE PORTABLE as tt 
on atrain, onafr 

portable rugged t 

the only portable 

Makes typing as 

from Alaska to 

portable. Take 

formance. Dollar 


greatest value 


COLE 


PORTABLE 


For More Information Circle No. 243 
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ledger and statement are ejected auto- table is swung out of the way. A con- 
matically after the account has been veyor belt system beneath it brings a 
posted, while the journal stays in place sheet of sensitized photographic copy 
for the next posting. Forms are neat, 

with posting lines perfectly spaced. Car- 

bon impregnated cloth strips inserted in 

the bottom of the Line Finder eliminate 

the need for carbon paper or chemically- 

treated paper for ledgers and statements. 

For More Information Circle No. 109. 


MICROFILM READER-COPIER 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., announces the REP II microfilm 
reader-enlarger-processor, priced at less 
than $5000. It was developed for tabulat- 
ing aperture cards containing 35 mm film 
and will be marketed for use, also, with 
either roll film or acetate jackets in either 
16 mm or 35 mm size. The REP II pro- 
vides for opaque visual reference to filmed ; , 
drawings, enlarging them to 17” x 22” paper into position under glass beneath 
on the reading table. If one or more prints the enlarging projector. Machine can use 
of the drawing are desired, the viewing either standard weight photographic en- 


Heip Reduce Sickness Absenteeism 


Increase Office 


Efficiency with @ 
0 [ | U Vi 


the Glycol-ized 
AIR 
FRESHENER 


OZIUM instantly sprays away smoke and unwanted 
odors. Freshened air always results in greater efficiency. 
OZIUM also reduces air-borne bacteria. Its regular use 
will help provide better health protection for your staff 
and lessen sickness absenteeism. 


1SK YOUR 
PEICE SUPPLY DEALER 
FOR A DEMONSTRATION 


NEW No. 500 Patented Meter 

Valve assures 500 Individual Me —_— Sprays. 
No. 3000 Dispenser provides 3,000 or more ‘‘King 
Size”’ individual Measured Sprays for large areas. 
Manufactured by WOODLETS INC. 2048 Niagara St., Buffalo 7, N.Y. 


For More Information Circle No. 396 
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save time and money on price lists, 
parts lists, directories, catalogs, indexes, etc. 


Nal A VISIBLE 


the quick, easy way 
to reproduce lists 


< 


ave time and expense ot typesetting, your 
typewriter is your compositor. Each line typed 
on individual card. Revisions quickly made, list- 
ings added or deleted, page arrangements 


changed and illustrations or headings added 

Always available for instant reference or use 
easily kept up to date in your office and under 
your control, conveniently and compactly filed 
Reproductions can be made any proportionate 


size and printed by offset, planograph or other 


methods of commercial or office reproduction 
DISTRICT OFFICES AND REPRESENTATIVES IN PRINCIPAL CITIES 


—— 


REPRODUCE 





ACME VISIBLE RECORDS, INC., Crozet, Virginia 


Send us more information and literature on Photo Panels 
We are interested in Acme Visible equipment for _ 


Have representative call. Date 


Company 





For More Information Circle No. 425 
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OVER 4,000 VISI-SHELF 
INSTALLATIONS IN ALL 
PHASES OF AMERICAN 
BUSINESS SINCE ITS 

INTRODUCTION A 

FEW YEARS AGO 


can Increase your 


present filing 


capacity by almost 200%! 


America’s First and Foremost Shelf Filing System with 








For More Information Circle No 


MOF FiLinc capacity — 
Visi-Shelf units are available 
with from 7 to 10 Openings High 


(or up to the ceiling if desired!) 


MOP ReEcoRD PROTECTION — 


Patented, light weight Doors 


available on all Visi-Shelf units! 


MOC FILING PRODUCTION — 
Visi-Shelf’s exclusive “Facile 
Guide Pull” provides more ac- 


curate filing; quicker reference! 


Write today for free 
catalog and name of 
nearest dealer. 


VISI-SHELF 
FILE, INC. 


225 Broadway Dept. A-3 
New York 7, N. Y. 


302 





larging paper or a translucent interme 
diate paper for further reproduction on 
spirit, diazo or blueprint machines. After 
exposure, the sheet is carried through a 
processing section and emerges damp- 
dry within S50 seconds after exposure. 
Subsequent prints can be produced at 50 
second intervals so that the machine, at 
full capacity, turns out as many as 60 
prints per hour. The entire process of 
reference and reproduction can be com- 
pleted in the single unit. REP II can be 
located and operated in the engineering 
or drafting department without sending 
negatives, reels or aperture cards to 
another department for reproduction since 
no darkroom is needed. For More Infor- 
mation Circle No. 157. 


CALCULATOR 


Bohn Duplicator Corp., 444 Fourth 
Ave,. New York 16, N. Y., announces the 
BDC Contex, a 10-key personal calculator 
that adds, subtracts, multiplies and divides. 
The BDC Contex is manually-operated, 
but has no conventional handle. Its 


actuating bar is similar to the motor bar 
on electric machines. It is depressed with 
.the palm of the hand, without removing 
the fingers from the keyboard. This 
patented actuating principle also enables 
the BDC Contex to attain speeds of up to 
400 cycles a minute. It has a capacity of 
ten digits entered, eleven total. Standard 
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FORMS ° MONTH 


treble 
shipp 
Three 
: ‘g” 
typin 
impri 


“Tiwwteve CARB 
seme COMBO 


s productivity, simplifies | 
ng, cuts down typing and } 
parts invoice 8&4” 


4 ” 





ping label 6” x 4% and 


bills of lading filled out 
g. Available at low cost 


nts or custom-tailored to 


specific needs. Send for act 


if ye 


incre 


yu want to cut clerical 
ase efficiency and product 





——— we A a 


INT 


RODUCING ... 


A NEW SERVICE 
FOR BUSINESS FORMS USERS 





Elim 
the 


expet 


make 


need 
basec 
repre 
of fe 
ana 
form 


inate waste and inefficiency by using 
comprehensive know-how of forms 
ts who study your problems and 

recommendations tailored to you) 


s. You get creative forms design 


1 on practical applications as well as 
duction economies for every type 
rm. Consultation is gratis. Call for 
ppointment with an engineer-minded 


S specialist. 











OFFICE 
MEMO 





“Put 
keepi 


it in writing’ is a good credo but 
ng a record is even better, Spot 


carbonizing is the key to better effi- 


cienc 


back 


y. One three-part form provides a 
and forth memorandum as well as 


a record. Price per 1000 $18.00 (special 
discount on iarger quantities). F.O.B. 


New 


al 


For 


York. 
Phone: WA 5-3426 


RMS DEVELOPMENT CORPORATION 
Leonard and Lafayette Streets 
New York 13, N. Y. 


More Information Circle No. 318 





“MATIC” 


POSTING EQUIPMENT 
INCREASES 
OFFICE 
EFFICIENCY 
AUTO'MATIC'ALLY 


DUO- MATIC 


POSTING TRAYS 
AND STANDS... 
Tray models for sheet 
sizes from 7” x 11” 
to 12” x 12”. Stands 
availabie in skeleton, 
fully enclosed or 
with Filing Drawer. 


PORTA- MATIC 


Trays available in 
12”, 1434”, 18”, and 
2334” lengths and 
ten widths from 

; to 17” 
Lightweight... 
Portable. 


TILT-O-MATIC \ 
Five sizes for all standard 
register and sales book 
forms. 


V-MATIC Tray 


Ideal housing for writing 
board and machine 
accounting records requiring 
small capacity. Eight 

Sizes. 


Write today for our new, complete catalog. 


MEAD-LEE Associates 
SOLE DISTRIBUTORS FOR 
POSTING EQUIPMENT Gexoration 
1721 Elmwood Ave., Buffalo 7, N. Y. 


Canadian Representative: 





ASSOCIATES 


J. J. Carter Agencies, 90! Yonge St., Toronto 5, Ont. 


For More Information Circle No. 395 
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used. Sub-totals are 
step, and subtraction is 
Contex was developed 
calculator convenience and 
efficiency at a price justifying its use on 
every desk in an office. With an overall 
size of 10” x 7” x 3%” and its 6 Ib. 
weight, it can be 
Priced at $125. 


Circle No. 139. 


10-key operation is 
shown at every 
direct. The BDC 
to provide 


carried in a briefcase. 
For More Information 


PRODUCTION DATA RECORDER 


Control Data Corp., 501 Park Ave., 
Minneapolis 2, Minn., makes the Produc- 
tion Data Recorder which bridges the gap 
between the creation of production in- 
formation in the factory and its use by 
tabulating machines or computer systems. 


The recorder is a self-contained unit about 
the size of a desk calculator and it is 
located in manufacturing or assembly 
departments where it accepts a variety of 
information, selects and combines perti- 
nent data, and produces a record on 
punched paper tape, punched cards or 
magnetic tape. This information is im- 
mediately available for machine tabulating 
or computers to produce factory payrolls, 
in-process inventories, production sched- 
ules, cost control data and similar records. 
The Production Data Recorder eliminates 
much of the time-lag and errors in con- 


THe Orrice—March, 1958 





ventional methods of processing production 
information. Standard production infor- 
mation such as job number and part num 
ber is given to the recorder on punched 
Employee name, pay rate and other 
personnel information is provided on 
employee identification punched cards. A 
time record is furnished by an internal 
clock, triggered on demand and recording 
to the nearest 0.01 hour. Variable in- 
formation such as quantity produced or 
category of transaction is furnished the 
recorder via auxiliary inputs from count- 


cards. 


SOUND ENGINEERING BY © 


Imagine this office before Gates Acoustinets! 
now so quiet the man in background 
Acoustical Cabinets can do wonders for your office. 


harmful ingredients of noise, yet 


Watch office efficiency shoot up! 


W rite 


for details. Give machines 


ers or through ten multi-position rotary 
switches to handle manually-set informa 
tion. Standard output unit punches 8- 
channel tape at ten characters per second. 
The device will also be available to pro- 
duce punched cards or magnetic tape as 
output. Accessory building-block units 
provide different levels of information in 
varying forms and allow grouping of many 
recorders into a complete production data 
processing system. For example, 
typewriter and control can provide central 
on-line printing of transactions requiring 


an electric 


AGOUSTINET 


Or went 
the eLatten 
“he abel 
bad Acoustimets 
were 
moued un 


Nerve shattering! But 
can telephone Gates 
They stifle the 


look well and are comfortable. 


makes, models you use and measurements, 


ACQUSTINET 


503 AMERICAN STANDARD BUILDING 
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BUFFALO 7, NEW YORK 
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The office manager? The-president? Maybe 
everybody found himself out of a job be- 
cause of the lack of a modern safe. For it’s a 
sorry fact that 43 out of 100 firms losing 
their important records in a fire never re- 
open. Don’t chance it! Keep your important 
records in a Meilink A label safe. There is no 
safer safe in the whole wide world. See 
your Meilink dealer or write for folder to 
Meilink Steel Safe Company, 

Toledo 6, Ohio. 


with Masuank ii for 


Most complete line of safes and insulated products 


Meilink Steel Safe Co 
1672 Oakwood Ave Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files 


Name 
Company 
Street 


State 


For More Information Circle No. 394 


immediate attention; high- 
capacity magnetic tape units can receive 
information from many recorders; an on- 


supervisory 


line central control station consisting of a 
number of counter panels or a magnetic 
storage drum and one or more Production 
Data Recorders make possible close super- 
vision of assembly and machine operations 
or conveyor line inventories. For More 
Information Circle No, 133. 


SALESBOOK COVERS 
Baltimore Business Forms Co., 3144 
Frederick Ave., Baltimore 29, Md., offers | 
plastic covers to protect salesbooks and 


other business forms, which also can be 





used for promotional purposes. Trade 
marks and other advertising designs are 
reproduced on the covers in attractive 


colors. Covers made for Hess Bros., AIl- 
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lentown, Pa., (illustrated) feature the com- 
pany’s trade mark in red, blue and green 
on a white plastic cover. Inside, the covers 
hold the salesbook, sales tally card and 
pencil. For More Information Circle No. 
153. 


DIAZO ENLARGER 


Keuffel & Esser Co., 300 Adams St., 
Hoboken, N. J., announces the Helios 
Enlarger that can produce rapid, sharp, 


distortion-free enlargements of microfilm 
negatives on 
prototype 
largements 
undergoing 


low-cost diazo 
model to 
from 35 


extensive 


paper. A 
make letter-sized en- 
mm film has been 
testing. Exposure 


time has averaged 30 seconds for all neg- 
atives tested. Production models of this 
842" by 11” size will be marketed this 
spring with larger «nits scheduled for 
delivery later. The bigger models will make 
prints up to 18” by 24” (half scale for the 
standard 24” by 36” tracing) from 35 mm. 
Units also will be available to take neg- 
atives up to the 105 mm size used by the 
Micro-Master reproduction system for the 
precise reproduction of large tracings up 
to 36” by 54” and long roll tracings. The 
diazo projector will handle enlargements 
almost as rapidly as the operator can 
mount and remove paper from the easel. 
The Helios Enlarger is a horizontal pro- 
jector with a vacuum-type easel supported 
on twin rails. The easel slides back and 
forth easily to make changes in scale. A 
helical lens mount provides for changes in 
focus. The fixed head contains an air- 
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Here’s PRIVACY... fewer 
distractions... better concentration 
with Ferrometal 


STEEL OFFICE PARTITIONS 


Easily-installed, modern office partitions 
— by Ferrometal — quickly pay their 
way in more work performed, greate) 
accuracy, improved morale from stenog 
rapher to president! It’s profitable pri 
vacy at surprisingly low cost Color 
ful and effective modernization that is 
as practical as it is attractive 
FERROMETAL Office Partitions are fun 

tionally designed to fit anv arrangement 
you need, hours and days in in 
stallation, are easy to disassemble and 
rearrange to fit expansion and change 
They're built for lifetime service of 
heavy-gauge steel, sound-deadened, fin 
ished in colors to suit your office decor 


Save 


PLANNING TO MODERNIZE? Write 
for free illustrated folder showing 
Ferrometal Stee! Partition 
arrangements and construction 
details Profitable dealer 
territories still open 


PARTITIONS 
DIVISION 


MILWAUKEE STAMPING COMPANY 


Manufacturers of Quality Partitions 
for Over Thirty Years 


2532 West National Avenue, Milwaukee 4, Wisconsin 
For More Information Circle No. 285 

















Here’s the efficient way to reimburse your 
salesmen under the Traveletter System 





The Traveletter System for reimbursing 
travelers is that simple. Each week the 
holder of a Traveletter authorization 
writes a Travelorder {draft} for his actual 
expenses — not to exceed Ais authorized 
limit. He may cash his Travelorder 
through his normal channels, or when he 
travels, at any hotel or motel. He then 
returns his expense report to the home 
office in the manner prescribed by his 
company. 


capi 


: Thus the traveler is immediately reim 
8:31 A.M. Friday — Salesman com- bursed in cash and the home office is 
pletes his expense report relieved of the necessity of making cash 
advances, writing expense checks and 
rushing approval of expense reports 
The Traveletter System is used by com- 
panies employing from 1 to 1500 trav- 
elers, including United Aircraft Corpo- 
ration, American Cyanamid Co., Western 
Electric Co. and many others 





Substantially increases the control of 
travelers expenses 


Materially reduces the cost of reim- 
bursement procedure 
- . 3. Increases cash reserve 
:45 A.M. — Salesman cashes Trav- 
Fh ogee is = 
rder for week's expenses and returns 4. Simplifies bank relations 
expense report to home office . Aids the Sales Department 
Traveletter is a fixed cost 


(Our rates are the same as in 1941) 





lad Q A 
Travelette 
The Modern System for handling 
Travel Expenses ... Since 1894 
DESCRIPTIVE BROCHURE ON REQUEST 
8:48 A.M. — He's off to make his TRAVELETTER CORPORATION 


sales calls GREENWICH 3, CONNECTICUT 


For More Information Circle No. 253 
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cooled mercury vapor light source and a 
condensor lens system that assures maxi- 
mum light transmission through the nega- 
tive. Standard grades of KXE Helios (dry) 
and Onyx (moist) diazo papers will per- 
form satisfactorily, although a special ‘pro- 
jection grade yields faster results. No dark- 
room is required and standard developing 
is used. All projectors will operate on 
conventional 110-115-volt AC. Negative 
carriers are available for use’ with 
mounted single frames, negative rolls, or 
negatives mounted in aperture cards. For 
More Information Circle No. 122. 


SELF-INKING STAMP 


Marking Products, 434 S. Wa- 
bash Ave., Chicago 5, Ill., announces their 
No. 06 Heavy Duty Self-Inker, made of 
extra heavy cast durably plated 
with high mirror chrome. The 


Pryor 


brass, 


polish 





rounded handle is of high impact, smooth 
plastic, securely pinned to the frame. The 
unit employs a nylon swivel gear which 
practically eliminates wear of the only 
working part. It has a positive locking 
mechanism engineered for the life of this 
quietly operating unit. Simple wrist motion 
assures clear, clean rubber-stamped im- 
pressions. At present the No. 06 is the 
only model available. It will take a rubber 


die %4” x 2%”. The pad is easily removed 
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“This $65 instrument <->» 


Saves me 60¢ an hour jes / 
. : in A 
in production costs > | 


TIME 
RECORDER 
+ TOTALIZER 


an instrument that auto- 
matically records ‘on-off’ time of any 
machine or process. Information is marked 
on a continuous, time-indexed tape. Tapes 
run as long as 4 months. 


what TRI 


what TRT shows on tape exactly 
when ‘‘down-time” occurs, how long it 
lasts. Access window enables operator to 
write reason for stoppage. Visual counter 
totals actual productive time. 


ha oh 
now itt 


saves: TRT data-on-tape gives 
accurate, single-source basis for cost- 
cutting in plant or office: time study, pro- 
duction control, maintenance, locating of 
bottlenecks. Write for free Brochure oR-3 


Standard ixstaument core. 


657 BROADWAY, NEW YORK 12, NEW YORK 


For More Information Circle No. 392 


| NIPPO 
CHECK WRITER 


Indelibly prints 











J 








For More Information Circle No. 442 





for re-inking or changing when necessary. 
The unit will take more rugged punish- 
ment than was possible previously. The 
No. 06 is $11.50 plus cost of appropriate 
rubber die. For More Information Circle 
No. 148. 


EASELS 


Stempel Mfg. Co., 2830 Roberta St., 
Dallas 3, Texas, makes two new styles of 
Stempco Easels designed to serve a variety 
of uses in offices, conference rooms, 
schools, churches and lecture halls. Both 
easels fold up compactly for carrying and 
are made of good quality clear oak in a 
smooth finish. They are suitable for all 


copying | |” r 
machines 5 ay / aN 
need | \\ f t 


D IXxO N 


reproducing 2301) 





K 
K 
k 
: 
i] 
i) 
< 
6 
be 


pencils 


Exclusive FAX formula gives sharp 
copies not possible with ordinary 
Caan oak on aah pen. | sizes of bulletin boards, chalkboards, 
Sb ittaiiihas tit neat presentation charts, exhibits, and similar 
ing pencils allow you to make materials. Supports for displaying materials 
confidential notes and comments on are adjustable to desired heights. Easel 
ro a hee ee zuee No. 67 is 66” high and weighs 4 Ibs. 
FAX pencils for every copying ma- Easel No. 69 is 72” high and weighs 12 
and. non-reproducing, He atroe lbs. Both are illustrated and fully described 
and keyed for use. | in the 1958 catalog of Stempco office 
Ask your stationer for the Dixon FAX accessories. For a copy, Circle No. 151. 
selector chart. me 


| For sample pencil, [\ a PHOTO TRAYS 


specify machine 





and write . Roll-O-Graphic Corp., 133 Prince St., 
| New York 12, N. Y., announces that 
| Cesco Enamel and Stainless Steel Trays, 
“THE JOSEPH DIXON CRUCIBLE COMPANY and allied products made by Columbian 
Manufacturers of famous Ticonderoga Pencils Enameling Co., are now distributed by 
Dept. 00-3, JERSEY CITY 3, NEW JERSEY Roll-O-Graphic Corp. For More Informa- 
Dixon Pencil Co., Ltd., Newmarket, Canada tion Circle No. 188. 
For More Information Circle No. 391 
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NO MORE FILING GYMNASTICS 


For More Information Circle No. 436 


Only Mosler’s Revolutionary rotary active card file 
can: Cut reference time to 142 seconds. Revo-File 
makes flap-flipping and tub-tugging old-fashioned. 
One quick spin gives you your card. Save 500° in 
space. Mosler Revo-File contains five times as many 
cards as other systems hold in the same space. 
Reduce all finding locations to just one. Clerks work 
comfortably seated. Revo-File brings the cards to 
them! The one finding location is at the top of the 
drum. Save $200 in changeover costs. Just take 
present cards and drop them into Revo-File. No 
hole-punching! No extra work! It’s amazing! Send 
coupon today. 


NEW MOSLER REVO-FILE 


the modern rotary card file... 
another fine product of The Mosler Safe Co. 








NEW 
MOSLER 
REVO-FILE 
obsoletes 

all other 
systems 


REVO-FILE DIVISION * THE MOSLER SAFE CO. 
Department O-358, 320 Fifth Avenue 
New York 1, N. Y. 


Gentlemen: | have 2,500 or more cards and— 


im | am interested in a free 30-day office 
trial of Mosler Revo-File. 


Cl | am interested in additional information 
on Mosler Revo-File. 


Name 
Position 
Company 


City Zone State 





CARBON PAPER test, 15 sharp, black usable copies were 
Peerless Imperial Co., Peerless Place, made on a portable. Clean to handle, 
Newark 12, N. J., makes Crescendo Car- Crescendo’s silver metallic backing makes 
bon Paper which is said to produce a_ it curl-proof. Packaged in a box with wrap 
of silver, gray, white and cerise on a 
varnished black background. For More 

Information Circle No. 118. 


PERSONAL TAX RECORD 


Dome _  Publish- 
ing Co., 357 Canal i 
St., Providence 3, 
R.I., offers the 
Personal Tax Rec- DOME 
ord for keeping a Personal 
week-to-week rec- TAX RECORD 
ord of deductible os 
expenses as re 
quired for next 
years income tax 
returns. The book 

blacker write on electric typewriters. contains 128 pages 

Equally suitable for manual machines, the including a_ year- 

company states that in an independent end summary sheet 


NOW ANYONE CAN MAKE A NEGATIVE 
FOR OFFSET eee SIMPLY & IN SECONDS 
with AMPTO PROCESS MATERIALS 


Think of it! Now every office—every print shop 
— large or small — with an offset duplicator can 
produce a perfect negative from line — typewritten 
or repro proof copy in approximately 1 minute. 


This absolutely New method is faster — less 
expensive — and requires 1/20th of the usual 
investment in equipment. 


@ Simply — expose the Ampto reversal nego- 
tive for approximately 30-50 seconds depend- 
ing on light source. 


@ Then — place the negative and a sheet of 
Ampto clear acetate film in the transfer ma- 
chine and wind them through — THAT’S ALL 


Direct inquiries will receive immediate attention. 


E Write --- AMPTO INCORPORATED, NEWTON 6, NEW JERSEY 


Beli lli 





For More Information Circle No. 390 
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NOW... 
8 your mail 
i packages 
s shipments 


TIED 10x 
FASTER 


Anything you now tie by hand, you can product ... can’t slip off . . . reduces 
tie up to ten times faster on a famous package breakage and product damage 
Bunn Tying Machine. Operates auto- 

matically to give you a tight, uniform No Waste: Automatically uses just the 
tie... in two seconds or less! Mail right amount of twine. 

bundles, parcels, advertising literature,  Slip-proof knot can’t come undone even 
house organs, reports — whatever the 
tying job may be, machine-tying by 
Bunn can save you up to 54 minutes out 
of every hour currently spent on old- Simple operation is fatigue-less be- 
fashioned hand tying. Think what speed ginners become experts in minutes 
like this can mean to the efficiency of 
your operation. 


with rough handling .. . approved by 
postmasters for mail tying of all kinds. 


Mail the coupon today. Learn for your- 
self why almost anything which 


Check these 5 money-saving features ain he tied by hand can be tied faster, 


Automatic adjustment to any size or shape better and more economically. 
without manual changeovers. 


Controlled tension prevents cutting into 


PACKAGE TYING MACHINES — SINCE 1907 | a MAIL THIS COUPON NOW 


E Bee 7, Wee 4=71B. H. Bunn Co., Dept. OF-38 
7605 Vincennes Ave., Chicage 20, Ill. 


Please send free booklet which illustrates the 
many advantages of Bunn Tying Machines 


Name 


Company 

B. H. BUNN COMPANY 
7605 Vincennes Ave., Dept. OF-38, Chicago 20, Ill. - 
Export Dept.: 10406 S. Western Ave., Chicago 43, II 


Address 


City Zone State 


San snk ene sein “ren er ea i i 


! 
1 
1 
1 
! 
1 
! 
| 
1 
I 
| 
! 
! 
i 
4 


For More Information Circle No. 287 
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Re Kive. FILES 


“4 

For Either Legal or 
Letter Size Filing 
keep office girls happy because 
theyre so light and easy to handle... 
short and small enough for office girls 
to comfortably ft from a shelf Weigh 
s than 30 Ibs fylly loaded, yet hold 
ches of letter size files front to 
or 12 inches of legal size files. 

-p records neat and in quick ref 
erence condition for easy finding and 
fil ng 
construction with index strip on two 
flip top lid and handy “‘tote“’ 


openings. 


Sturdy corrugated fibre-board 
sides, 
keep record storage costs way down 


put your records in order today... 
the R-Kive File way! 


BANKERS BOX CO. 
Dept. 0-3 


2607 North 25th Avenue . 
For More 


Franklin Park, Ill. 


Information Circle No. 389 


For More Ieformation Circle “No 


DEVELOPING TRAYS 


K 


ack, pit or dent even 


darkroom safelight. 


rapid, 
Kemlite tray 
x 20” and 


Information 


rior S lé assures 
in the 
iilable in 11” x 14”, 16 


For More 


darkroom 


) ¢ 24” sizes 
Circle No. 191. 


PHONE DIALING INDEX 


Dial Direct Dex, 209 Los Molinos, San 
Clemente, Calif makes the Phone-O 
Matic phone number selector which holds 
180 numbers on disks. When a num 
from the index, it is 
placed in the ring of the phone 
dial for convenience in dialing, especially 


over 
ber disk is selected 
center 
codes are used 
appears In 


distance area 


dialed as it 


when long 


Each 


number is 
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Sashios may change bal 


It's all right with us. For figures don't change 


when the girl uses (QigyeIenom 


The PLUS Simplex Electric Calculator — 
only electric adding-calculating machine 
in the manual-operation price range. 


. product of 
IPLUSI Control Systems, Inc. 
PLUS COMPUTING MACHINES DIVISION 


Representatives 5 Beekman Street, New York 38, N. Y. 


in Principal Cities REctor 2-0045 


One of the PLUS Line of 


* Duplex Electric Calculators * Rapid Adders 
# Manually-Operated Calculators * Taximeters 


# Ticket Machines and Systems 


For More Information Circle No. 402 
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“'..unmeasured service to 
a distinguished list 
of customers.” 


We are proud that the 


superior quality of our products 


has earned us the friendship of so 
many fine firms, and we take 
extra pride in meeting their 
special requirements with 

care and promptness. 

We at Colonial will be happy to 
discuss your special requirements 


. may we hear from you? 


Specialists in the manufacture of 
spirit master units, spirit carbon, hand cleansers and fluids 


alonial Carbon Company ere 


Serving the wholesale trade exclusively 





the center lens. This eliminates hunting COLORED LEAD HOLDER 
up numbers, forgetting them while dialing Alvin & Co., Windsor, Conn., offers 
and dialing wrong numbers. Suggested re- 

; “ sti the Mark II pocket-size Lead Holder 
which is handy for sketching and layout 
work, as well as for light-duty marking 
and checking. The Lead Holder is 5” 
long and fits into a pocket ready for in- 
stant use. Smartly styled with nickel 
spring pocket clip, the Mark II holds extra 
thick 3mm. colored refill leads in a choice 
of colors. It is light in weight and well 
balanced with its knurled nickel finger 
grip and hexagonal tapering for sure-grip 
hold. The durable jet black, hard rubber 
barrel contains a non-corrosive propelling 
coil spring ejector for instant push-button 
lead adjustment with one hand. Firm grip- 
tail price of the ebony and gold Phone-O- ping clutch mechanism holds lead secure- 
Matic is $9.95. For More Information § ly without shearing. Brightly colored top 
Circle No. 176. button matches refill leads. Mark Il Lead 


AN AMAZING NEW INVENTION aay y was 


all EJECTOR WHEEL | 
STREAKS 


even over solid printed areas 


te: a ee FITS ALL 1200-1250 MULTILITH PRESSES 
2,771,840 eel AND A. B, DICK #350 

: Now, for the first time, you can do away with all printing 
7": streaks due to ejector wheels running over printed areas. 
‘ is simple, but ingenious new STREAK ELIMINATOR is a necessity 
for every Multilith press. Simply insert wiper pad, squeeze on some 
cleaning fluid, and merely snap on STREAK ELIMINATOR to 
Ejector Wheels (as illustrated above). Multilith presses are now 
ready torun... free of Ejector Wheel Streaks. Besides the obvious 
savings in running time, you can DO AWAY WITH PAPER WASTE by 
printing on stock pre-cut to finish size. The EJECTOR WHEEL STREAK 
ELIMINATOR will pay for itself on the first few jobs you use it: 
o* UNCONDITIONALLY GUARANTEED. 


SSSR STEERER EERE eee 
ROLL-O0-GRAPHIC CORP., 
133 PRINCE ST., N.Y.C. 
DEPT OFS 
Gentlemen 
*lease enter my yrder for 
Ejector Wheel Streak 
understand this unit 
uncondintionally guaranteed 
— TITLE 
ADDRESS 
CITY STATE 


Additional 

through’ your ‘authorized “Rovts 
ur authorize - 
O-GRAPHIC dealer. ” 


MANUFACTURED BY 


ROLL-0-GRAPHIC CORP. 133 prince st. w. v. . 


For More Information Circle No. 301 


< For More Information Circle No. 190 203 











SPEED 
YOUR TYING 


ay | TIE LETTERS, 
| | J PARCEL POST, 
CHECKS, BOXES, 
> CIRCULARS, 
\ LABELS, 
PRINTED MATTER 
AND 
THOUSANDS OF 
OTHER ITEMS 
10 TIMES 
FASTER 
with an 


AUTOMATIC PAK TYER 


Low in cost. This ALL-PURPOSE 
Tying Machine will tie any size or 
shape package tight. No adjust- 
ments needed. Easy to operate 
and maintain. Ties cotton twines, 
tapes, and braids. Several models 
to choose from. 


LET FELINS CUT YOUR MAIL- 
ING COSTS. WRITE FOR CIR- 
CULARS AND PRICES NOW. 


Peue Gees 


Milwaukee 16, Wis. 





For More Information Circle No. 244 








Cromweti Printery, Inc. 
ROTARY DEPT 
ALBANY 1. N. Y. 


For More Information Circle No. 245 
204 








| 
| 


Holders come in red, blue, green, yellow, 
violet, orange, black and brown; $1.50 
each, $18 doz. For More Information 
Circle No. 160. 


BOTTLE HOT-COLD COOLER 

Cordley & Hayes, 443 Fourth Ave., 
New York 16, N. Y., makes the GH-2S 
electric bottle watercooler that can serve 
either hot or chilled water. It uses a 1,000- 
watt copper sheathed immersion heater 
to heat water to 190°, and will deliver 
nearly three gallons of water at that tem- 
perature every hour, and nearly six gal- 
lons at temperatures no lower than 165°. 
This is hot enough for making instant 
coffee, tea and soups. On cooling, the 


GH-2S will serve 60 persons per hour 
under standard rating conditions. Two 
plastic push-buttons on the front of the 
unit enable the user to choose between 
hot or cold water. Because it requires no 


| plumbing, the cooler can be located near 
| any electric outlet. It is light enough to be 


carried by one man and can be easily re- 
located when the need arises. The GH-2S 


| measures only 12” square by 36” high 


without bottle. It occupies a minimum of 
floorspace and can be unobtrusively lo- 
cated almost anywhere. Available in at- 
tractive Hammerloid gray finish. The 
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an all-automatic photocopyer 


...the new DRI-STAT ‘200’ 


You'll ‘OOH’ when you see what the 
DRI-STAT ‘200’ offers you: 


Makes sharp, black-and-white copies of 
anything written, printed or drawn. 


Takes less space than a typewriter. 
Anyone can run it. 
Works in normal office light. 


First truly automatic photocopyer priced 
under $350. 


Preae......» 


Ask for this informative, un- 
biased fact-folder, ‘Office 
Copy Machines and How to 
Choose the One to Suit Your 
Needs.” 


Name 





Company 


PEERLESS 


Street 


The DRI-STAT ‘200’ copies any papers up 
to 9 inches wide, in any length. it pays for 
itself in the time it saves. It copies the orig- 
inal and eliminates proofreading. Ask us to 
demonstrate it before you accept any sub- 
stitute system. 


AUTO-FEED, an exclusive, automatic paper 
feed is optional. Dri-Stat ‘200’ with Auto- 
Feed is $245. Also available is the Dri-Stat 
‘400’ which copies materials up to 14” wide. 


DRI-STAT DIVISION 
Peerless Photo Products, Inc. 


Shoreham, N. Y. os 


~ | £9 Please send me your FREE folder, “Office 


Copy Machines and How to Choose the 
One to Suit Your Needs.” 


[] I'd like to see a FREE Demonstration. 


Ol 











a" 








City 





Zone______ State__ 





For More Information Circle No. 235 








CHAIN-0-MATIC 


CONTINUOUS ENVELOPES 


ae) 
ADDRESSING ON TABULATING 
EQUIPMENT 


NOW ... the benefit of automatic equip- 
ment without sacrificing appearance or 
without inserting problems. 


Q@ Full size envelope in open side style for easy 
insertion 

@ Perforated wings for automatic stripping from 
carrier sheet 

@ Available in both First and Third Class Mail 
styles 

@ Carried in stock in several sizes 


Chain-O-Matic continuous 
envelopes are also available 
in Kost Kut style for Collec- 
tion and Mortgage billing 
and Reminder Notices 
processed from Punched 


Card. 


Send for Samples 


'GEMMLLELA 


150 VANDERBILT AVE. * WEST HARTFORD, CONN. 


For More Information Circle No. 386 
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cooler itself is covered by a complete five- 
year guarantee. The completely remov- 
able water heater assembly is protected 
for a full year. For More Information 
Circle No. 136. 


RIBBON INKING MACHINE 


F. Simonye, Mt. Airy & Harbourton 
Road, Lambertville, N. J., makes the 
Universal Typewriter Ribbon Inking Ma- 
chine for two-color, semi and single-color 
inking. The universal model has three ink 
pans while a two-color and a single-color 
unit are also made. There is a_ special 


pan for the automatic washing of ink 
rollers. Ink pans are easily changed. Ma- 
chine has a clutch type starter and con- 
trols for light and heavy inking. It will 
ink 46 yds. of ribbon a minute. The Uni- 
versal Inker is $1600; the two-color ma- 
chine, $1200; and the single-color model, 
$800. For More Information Circle No. 
167. 


INCOME TAX RECORD 


H. & R. Block, Inc., Dept. 18, 3937 
Main, Kansas City 11, Mo., offers the 
Income Taxsaver, designed to simplify 
work of those who prepare their own tax 
returns and also to save time for those 
who consult a specialist. It opens to a 
sheet 154%” x 12”, with income columns 
on left and deduction columns on right, 


Tue Orrice—March, 1958 





For More Information Circle No. 235 


Repair office records, splice in 


ama revisions or add attachments the 
COTCH neat, modern way. “ScoTCH”’ 810 

BRAND : 
Permanent Mending Tape does last- 


810 Permanent 
Mending Tape 


ing repair jobs in just seconds. This 
magic tape never cracks, clouds or 
bleeds adhesive — it’s completely 


Completely disappears 


. transparent! And you can write on 
on contact with paper! 


it with your pen, pencil or iype- 
writer. Order several rolls from your 
supplier today! 


TCH” IS A REGISTERED TRADEMARK OF THE 


© 2m co 
LE 


Miiwnesora [Yfinine ano [Yfanuracturinc company 
ooo WHERE RESEARCH IS THE KEY TO TOMORROW 
For More Information Circle No. 261 
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JAM SESSIONS 
Belong on your, Hip 


bt 


_. «Not on your 
» REGISTER 


There's no jamming, no snagging, no 
delays, with the Fool-Proof, Trouble- 
Free American Pinfeed Register. The 
fast, smooth, dependable operation is 
only part of the story. 

Combined with American's precision- 
printing and numbering, marginally 
controlled forms, and  long-wear 
Superite carbon, or NCR Carbonless 
paper, you have an unbeatable com- 
bination for speed, and Accurate 
Record Control. 


In Electrical 
Or Manually 
Operated Models 


SEND FOR DETAILS 


AMERICAN 


503 E. First St. 


For More Information Circle No. 299 


Boston 27, 


208 


Mass. 


plus an inside pocket for receipts and 
cancelled checks. Provides records for 
future reference and detailed breakdown, 


allowing up-to-the-minute notations. 
Packed 50 to a self-service display box, 
retailing at 49c each. For More Informa- 
tion Circle No. 130. 


TAPE SEALING MACHINE 
Seal-O-Matic Dispenser Corp., 169 
Murray St., Newark 5, N. J., makes the 
Tapemaster No. 70, a 142” automatic tape 
sealing machine which is claimed to be 
impossible to jam because its Feed-O- 
Matic drive incorporates a rubber wheel 


action. Because of the precision gear 
action, it is possible to obtain a length of 
tape as short as 4%” or as long as 10” in 
one stroke, automatically. An unbreakable 
container has twice the water capacity, , 
eliminating the need for constant refills. 
Other features include an unbreakable, 
rustproof chassis, and the number of parts 
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NOW... 
Select 
any 
record 


from 
hundreds 
of thousands 


...at the 
touch of 
a button 


N-6581-DI 


with DIEBOLD 
SUPER ELEVATOR FILES 


/ sizes tailored to your volume 
from tab cards to M.1.B. records 


For silent mechanized mass-record handling, Diebold 
Super Elevator Files have no equal. They... 


¢ Deliver any record to operators’ finger-tips within 
average of 3-seconds. 
[ ‘ FBO LD ® Provide from 518 to 5,750 filing inches per model. 
© No transcription of records necessary. 


¢ Accommodate records on any grade of paper. 

¢ Eliminate major causes of operator fatigue. 

¢ Reduce absenteeism. * Improve employee morale. 
© Reduce time and space costs up to 50%. 


For complete information . . . including case histories 
showing investment write-offs in 5 to 18 months .. . 
write today. DIEBOLD, INCORPORATED, Depart- 
ment OE-124, Canton, Ohio. 


For More Information Circle No. 286 
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ADDRESSING 


STATISTICAL AUDIT 





AUTOMATIC IN-FILING 
AND OUT-FILING 


USE PUNCH CARDS 


FOR ADDRESS-MASTERS 


e Cut Costs in HALF ! 
e DOUBLE flexibility ! 


Scriptomatic uses CARD masters (IBM, 
Remington-Rand, Samas, or ledger or 
index) to address directly to tape, 


wrappers, envelopes, booklets, on one 


machine. There's no limit to the versa- 
tility of punched card Scriptomatic 
masters for automatic in-filing, extrac- 
tion and electronic sensing, for match- 
ing, sorting, ete. 


Write for Fil 


“Seri ptomatic Methods” 


SCRIPTOMATIC, Inc. 
306 North lth Street, Phila. 7, Pa. 


® 


S-703R 


For More Information Circle No. 385 


210 


has been reduced substantially, resulting 
in reduced need for maintenance and 
service. The machine accommodates 2” 
to 142” tape widths, which it will auto- 
matically measure, moisten and dispense 
in One operation. The Tapemaster No. 70 
carries an unconditional guarantee for one 
year. For More Information Circle No. 
129. 


LOCKERS 


Southland Metals Corp., 2013 First 
Ave. North, Birmingham, Ala., special- 
izes in steel lockers. Three sizes, in three 
standard finishes, are available for imme- 
diate delivery. Southland Lockers meet 


all federal government specifications. The 
metal is treated with phosphate prior to 
finishing. This provides smoother | sur- 
faces, higher resistance io chipping and 
protection against rust and corrosion. For 
More Information Circle No. 150. 


EXPENSE ACCOUNT FOLDERS 


J. W. Decker Co., Box 93, Hoopeston, 
Ill., offers expense control folders for 
salesmen and others with expense accounts. 
These Business-Travel Expense Folders 
come in sets of 12 for each month of the 
year, printed on heavy grade manila tag 


with space for recording 16 separate ex- 
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The challenge of 
Friden Zape-Talk 
is big as your imagination 


If you can imagine an Automatic 
Office, Friden can deliver it now! 
That’s the authentic, down-to- 
earth miracle Friden builds into 
machines that write, read and cal- 
culate with punched paper tape! 
To benefit by this miracle, your 
mind must open to radical change 
—from familiar methods of han- 
dling paperwork to automatic 
systemizing by Tape-Talk. 
Friden promises this: In exact 
proportion to the degree of office 


ADD-PUNCH ® 
Automatic code tape 


COMPUTYPER ® 
Automafic tape billing 
department in one desk 


SELECTADATA® 
Automatic tape 
reader-selector-sorter 


TELEDATA® 
Automatic tape 
transmitter-receiver 


eeereeeee eeeeeeee 


JUSTOWRITER ® ° FLEXOWRITER ® 
Automatic justifying 


: adding-listing machine : tape punch combination :° 


: Automatic tape writing- 


gFriden create” 
gn New World 


For Busine> 


automation you wish to achieve, 
Friden Tape-Talk machines will 
(1) Eliminate need for manual 
movements and operator deci- 
sions; (2) Increase work volume 
output without increasing payroll 
costs or overtime; (3) End pri- 
mary and compounded errors nor- 
mally occurring in office data 
recopying. 

Call your nearby Friden Man or 
write Friden, Inc., San Leandro, 
California ... sales, instruction, 
service throughout the world. 


Friden, Inc. 


COMPU-PUNCH ® 
Automatic calculator- 


AUTOMATIC 
INPUT-OUTPUT 
MACHINE 


Friden fully automatic 


Calculator — Notural Way 


: The Thinking Machine of 


accounting machine : Adding Machine 
American Business 


type-composing machine ° 
For More Irformation Circle No. 407 
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on 


PULL OUT Style 


Pre-aligned carbons and second sheets 
for typewritten copies. 


F tron Copysette’s pre-aligned method increases 
production of typewritten copies and provides 
copies of uniform legibility. More copies are 
produced per day at a lower cost per copy be- 
cause HURON COPYSETTE gives the stenographer 
more time for typing by reducing preparation time. 
Each second sheet carries its own fresh carbon for 
sharper, more readable copies . . . copies are 
cleaner, too! 


STATIONERS ... we invite your inquiries. 


Please send to me without obligation free samples 
of HURON COPYSETTE. 


Nome 
Company 
Street 


City Zone State 


PORT HURON SUCPHITE & PAPER CO, PORT HURON, MICH 


For More Information Circle No. 384 


pense items. Receipts are filed in the folders 

to substantiate expenses and show an up-to- 

date expense record at a glance, for income 
_—___—_———] 

Business*TRAvEL EXPENSE FOLDER | ’ 








TTT 
TT 
}} 4444+ 


4444-4 


TT TT 





tax purposes or proving expenses in case 
of a tax examination. A set of 12 folders 
is $3. For More Information Circle No. 
£23. 


CORK-CHALKBOARD UNIT 
Son-Nel Products Co., 900 19th Ave., 
Oakland 6, Calif., makes the Duet, a com- 
bination chalkboard and cork bulletin 
board. It comes complete with extruded 


aluminum framing and chalk tray, ready 
for easy installation on a wall. Chalk- 
boards are available in blue, mauve brown, 
spruce green, sage green and coral with 
bulletin cork in tan or gray. The Duet 
retails at $12.95. For More Information 
Circle No. 134. 
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Joe, production, Mrs. Green, accounting, Sally, sales, counts 
counts the job tickets— counts, endorses checks— advertising leads— 


Work saver for 


all departments! 


The Tickometer is useful for a variety of 
counting chores in all departments of 
office or shop. It dates or otherwise imprints, too! 


It may be used a few minutes a day for 
counting sales slips —a few more minutes 
counting coupons or production slips — or 
even 8 hours a day, counting up to 
$90,000 in used dollar bills, as in one 
Federal Reserve Bank! 


It also marks, numbers, dates, cancels and 
codes — up to 1,000 pieces a minute — 
eight times as fast as an experienced 
hand operator. Can be set for 
predetermined counts, or will 

register partial amounts or totals 


It feeds automatically, stops 
for faulty items. Is easy to set 
and operate. Pays for 

itself in time saved, efficiency, 
convenience. 


You can rent or buy a Tickometer. Ask 
your nearest PB office to demonstrate. 
Or send the coupon for free illustrated 
booklet and case studies. 


—_ —_— —_— — —_— — _— —— — —_— —— -_ — —_ — — _—_— — hell —_—_— — 
PivNEy-BowEs, INc. 


Pitney-Bowes 
3437 Walnut Street 


(e K M $i | Stamford, Conn. all 
} | | Send free Tickometer illustrated booklet 


Counting & Imprinting Machine :aiiggaiemnas 

Made by the originator of the postage meter... 

branch offices in 107 cities in the U.S. and Canada a Address 
For More Information Circle No. 221 


Name 
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NO MORE 
CLUMSY 


...NO MORE 
MESSY 
\> SPONGES... 


When you use 


So} an 4S 


b ; 
The invisible fingertip magic for 


HANDLING 
PAPERS 
FASTER! 


Easy to Use! Just apply to fingertips for 
greaseless, stainless, tacky film. Pick 
up papers quickly, easily. Speed of 
paper handling limited only by dex- 
terity of operator. 

Non-Allergic! Recommended by derma- 
tologists. Eliminates irritating rub- 
ber fingers and unsanitary sponges. 
Long lasting. Washes off easily. 

Widely Used! Thousands of businesses are 
finding SORTKWIK an essential 
aid to speed up sorting, counting, 
filing, posting. 

Try it and see why. You'll never be without it. 


At your stationers or send for 
FREE SAMPLE (regular 
size) on your letterhead. 


Only 50c each 
LEE PRODUCTS COMPANY 
Dep't. 0-3 2736 Lyndale Av. S., Minneapolis 8, Minn. 


For More Information Circle No. 283 
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Literals [rom \ 
the Manufachuwu 


Accountants’ Supplies 


Accountants’ Supply House, Dept. O-3, 
305 Canal St., New York 13, N. Y., offers 
their 96-page illustrated catalog which 
covers just about everything used in an 


accounting department except machines. 


All items are illustrated with complete 
specifications and prices. Since much of 
the materials included in this catalog are 
used in all clerical work, the catalog will 
be found handy for reference in any of- 
fice. For a copy, Circle No. 183. 


Dictating Handbook 


Dictaphone Corp., Dept. I, 420 Lex- 
ington Ave., New York 17, N. Y., offers 
a 36-page handbook, “Writing Out Loud,” 
written by Dictaphone’s advertising and 
public relations director, A. Donald Brice, 
which offers ten commandments every 
successful dictator should obey. It is full 
of practical advice on the subject of effec- 
tive communications. Some excerpts: 
“Good writing is simply good thinking, 
well-expressed A dictating machine 
cannot make you a better thinker. It can 
make you a better communicator .. . Most ° 
letters deserve answers. When in doubt, 
write . . . Organize your thoughts before 
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announcing the new 


Super NYLEX 


TRADEMARK 


typewriter ribbon with BAN-LON*... 
KOM ORZUT KAO MUILOMULLY OLR ASSOL ES 
for any office 


The incomparable L 
LASTING IMPRESSION 
The incomparable L 
LASTING IMPRESSION 


The incomparable L 


LASTING IMPRESSION 
Orci ctars Beer tere Om 





A totally new typewriter ribbon with pat- 
ented “crimped weave” construction, 
creates thousands of “metered flow” ink 
reservoirs within the ribbon, permitting 
only a controlled amount of ink to be 
released with every strike of the type bar. NAME 
The result: clean, sharp type impressions, 
a fashionable dark write and up to 40% 
longer ribbon life. For further informa- ADDRESS 
tion simply fill in the coupon. 


Room 1317, 315 Fourth Ave., New York 10 


FIRM 


*BAN-LON is a registered Trademark of Bancroft & So 


For More weeraadion Circle No. 266 
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yy 
Way eBACK ” sven 


“ELECTRONIC 
REMITTER” 


CONTINUOUS 


BIG SAVINGS in time and work — 
when your return envelope rides 
“Piggy-Back" on your statement or 
invoice! 


“Piggy Back’ return envelopes tie into 
your tabulating accounting system. Auto- 
matically coded, both numerically and 
alphabetically, while the form is typed 
- »« saves look-ups. Carbon spot does 
this 1.D.P. coding trick. 
FOR DETAILS and wide range of adapta- 


tions to match your needs, WRITE TODAY! 


AmeniCan 


500 BITTNER ST 


ovat 


ST. LOUIS 15. MO 


For More Information Circle No. 443 


$1.50 teil ; Also penholders, lead 
with ae holders, office knives, marking 
six blades pencils. At progressive dealers everywhere. 


WRITE FOR FREE CATALOG TODAY 


GRIFFIN MANUFACTURING CO. 


LYNDHURST ST. ROCHESTER, NEW YORK 


For More Information Circle No. 248 
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you express them. Then, talk as you think 
. Don’t cloud your thought with cliches 
Don’t bore or confuse the addressee 
Dictating is writing out loud. Good 
dictating is good writing out loud. Good 
writing out loud is good thinking well- 
expressed.” For the illustrated handbook, 
Circle No. 178. 


Cycle Billing 
Corp., Dept. OQ, 
Rapids, Iowa, has prepared a 20-page 
booklet, “Cycle Billing Your Accounts 
Receivable,” based on their experience in 
more than a thousand accounts receivable 
installations. This booklet discusses the 
development of credit record keeping and 
how cycle billing answers accounts re- 
ceivable problems. It is profusely illus- 
trated with photographs of actual installa- 
tions and shows how businesses of any 
size and type can benefit by using the 
cycle billing principles in their accounts 
receivable operation. Transition to cycle 
billing is discussed, as are planning and 
equipping the cycle billing operation. For 
the booklet, indicate approximate number 
of accounts and Circle No. 179. 


LeFebure Cedar 


Selective File Locking 
Remington Rand Div., 
Corp., 315 Fourth Ave., New York 10, 
N. Y., offers a booklet describing the 
various features and combinations of 
locking arrangements in the Remington 
Rand Safe-File Unit line. A new combi-— 
nation locking device that foils all at- 
tempts of manipulation by sound, feel or 
reading has been developed by a famous 
lock manufacturer for Remington Rand. 
This device is capable of a million theo- 
retical combination changes and is avail- 
able for single or dual drawer control. 
This permits any specified drawer to be 
disengaged from the locking mechanism, 
giving free access to certain files while re- 
taining a locked position for others. Bat- 
teries of Safe-File 60’s may have locks 
alike for miaster-keying, or may _ be 
equipped with any number from a selec- 


Sperry Rand 
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tion of 50 available locks. Individual 
drawer locks, either combination or para- 
centric, also may be specified. Locking 
arrangements are very flexible and can be 
made to meet the most complex needs. 
For this SC-798 booklet, Circle No. 181. 


Materials Handling Equipment 


Syntron Co., 715 Lexington Ave., 
Homer City, Pa., offers a condensed cata- 
log of its Vibratory Bulk Materials Han- 
dling Equipment and other products, in- 
cluding Vibrators, Packers and Jolters, 
Car Rappers, Hopper Level Switches, 
Flow Control Valves, Feeders, Screens, 
Parts Feeders, Lapping and Polishing Ma- 
chines, Shaft Seals, Paper Joggers, Selen- 
ium Rectifiers and Rectifier Units, Infra- 
Red Heating Elements and Panels, Power 
Tools and Concrete Finishing Equipment. 
Catalog has 60 pages of product illustra- 
tions, descriptions and specifications with 
illustrations of many typical installations. 
For a free copy of this Syntron Catalog 
No. 5712, Circle No. 180. 


Visual Control 


—— 


masnetic 
een 


Systems 


Put Your 
Business 
= Operations 


at Your Fingertips 


Guaranteed permanent magnetic 
indicators that can be quickly 
placed and stay put make the 
Maggie Magnetic control sys.em 
completely flexible with limitless 
signaling and charting possibili- 
ties. You tailor it to your in- 
dividual records. Moreover, it 
cuts errors, clerical costs and 
raises efficiency. Low in cost, 
too... packaged kits begin at 
$49.50. 
For further information, 
write to: 


~ 
& 7. 2 . ° tig. 
2 [ | maggie magnetic inc. } 
F » 39 W. 32nd St., N.Y. 1, N.Y. at 
it of 





ss a 
x ~ - 
x _ -- 

i a "Seen eww 


For More Information Circle No. 379 
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ATLAS 


VERTICAL FILING 


SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


NEGATIVES * OFFSET PLATES 
STENCILS * SKETCHES 
ARTWORK + MASTERS 

X-RAYS 


ATLAS CABINETS 
Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 
pieces. Wide range of sizes up to 
26” wide, 52” high, 28” deep. 


ATLAS HANGERS 
Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every need. 


At lity E t Dealers E = ’ 
eo iiedas ot haaressoaenh tataare Suacia- 


Write for Complete Catalog 


STENCIL FILES CORP. 
16716 Westfield Ave., Cleveland 10, Ohio 





For More Information Circle No. 380 








NEW! DISCOVERY! 


SAVES PLUMBING BILLS OPENS DRAINS 


INSTANTLY 
Miller 


Sewer Rod Co., Office Dept., 
4640 N. Central Ave., Chicago 30, IIL, 
makes the Plumber’s All Purpose Flush- 
ing Gun for cleaning obstructions in of- 
fice toilets, urinals and sinks. Anyone 
can operate its easy trigger and it is said 
to clean all pipes up to 500 ft., no matter 


how many bends there are. Can be used 
on any waste pipe from %” to 6” to 
clear paper, rags, grease, sand and other 
debris. Obstructions float away when 
struck by the gun’s hammer blow. Of- 
fered on a 30-day free trial to prove its 
value. Free Booklet (ADV.) 
For More Information Circle No. 272 


For More 


Informa 


UD 
IVEtasrataye (eyrxa\e 


| Needs Storage, Not Computing 


Intreduction of electronic equipment in 
our company has been limited to card 
punches, card verifier and card sorter. In 
each of the work areas involved, workflow 
has been accelerated and operator morale 
Our current mathematical work 1s 
primarily and subtraction, with 
a minimum volume of multiplication and 
division. Consequently 


I aised. 


addition 


we have no plans 
for study of computer applications at this 
time. However, interested the 
type of equipment which allows large 
storage possibilities, such as IBM’s Ramac 
unit. 

We rent only IBM equipment. We feel 
that such machines have a rapid obsoles- 
cence, and may be completely outmoded 
in a relatively short period 


we are in 


We also value 
the service arrangements which the rental 
system offers. Our paperwork volume has 
increased, and has our staff. We are 
not in a position to automate complete 
processes due to the nature of our opera- 
tion. We are, however, making some prog- 
ress in streamlining our procedures, al- 
though we are not mechanizing. We have 
a pegboard payroll system on order, with 
a punched card check in the planning 
stage. Also in the planning stage is a 
procedure utilizing Moore Business Forms’ 
register which produces a punched card 


SO 





The crattsman-Made-to-U.S. 


tion Circle No. 275 
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ULTISTAMD 


STENCIL DUPLICATOR 9® 
THE MULTISTAMP CO. _ NORFOLK, VA. 


(T)azenr ELECTRICS 
SHIP To ae 





A 


and printed forms. We anticipate only 
minor expenditures this year. However, 
last year we purchased a Pitney-Bowes 
4201, which was not anticipated in 1956. 

FRANK R. BAILEY, Assistant Treas- 
urer, Blue Ridge Insurance Co., Shelby, 


N.C. eee 


e ° PRINT DIRECT! The MULTISTAMP Hand 
Machine Accounting Stamp Stencil Duplicator prints shipping 
data direct on cartons, boxes, packages. Of 
le sitesi , a 2 oe oe ws rustproof metal to last indefinitely. Get 1,000 
We have not as yet installed any elec or more clear, sharp impressions from one 
tronic equipment, although at present we stencil without re-inking. In photo above, 
ana = ‘ ‘ P ie shipper’s name, address and “‘Ship To”’ label 
are adopting the Remington Rand punched wae peapeinted ber costen enamuiuebaner, 
card system. The physical operation of this ; 
-quipment has just begun and it is too Model 1A above, complete outfit with sup- 
dtl OO: ee) eee 2 . plies in sturdy case, $12.50 f.0.b. factory. 
early to determine its effective savings of 7 other outfits $9.50 to $99.50. At office and 
personnel. We do not anticipate that it shipping room supply dealers, or write 
will substantially reduce clerical personnel. for FREE catalog. 
We anticipate it will avail us of more ALSO IDEAL FOR 
up-to-date information, quicker than we SHIPPING TAGS MENUS 
have been able to obtain it heretofore. At a pets FORMS 
present this system is being employed ULLETINS 


merely for production use, as to inventory THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 
of finished goods on hand and inventory of 
work in process. Subsequently we antic- 
ipate its use in our purchasing department 
for similar records. At the moment we do 
not anticipate adopting this system for 
office procedures other than perhaps plac- 
ing our timecards on punched cards. Ex- 
cept for the forego'ng, we rent very little , 
office equipment. over 35 Years 
The amount of paperwork handled by For More Information Circle No. 


\ 
Is 
er any 


Op- 


me Service 


0T0 
INC. 


"9 


"t Buy 
- from 1 
gina 


th 
Or 2-sided orj 


from all 
ding ball 


Point pens. . 


Bidg. 


Chatham, New Jersey 


A 


i 


erate! Lifes 
Guarantee! 


$ CO 


9 to wash, fix, 


‘ll get automatic 
dry! Anyone can 


Photo Copies in Seconds. 
- works und 


offic 


— mem Trver 
e light! 


Write Dept. o3 


General Photo 


colors, inclu 
; a 
are available. Write: 


— Or You Don 


$50. A Mon 
SALES OPPORTUNITY! 


Saves You Up To 
- Reproduces 
A few select territories 


P You 
Rental or time payment plan. 


& Nothin 
GENERAL PH 
PRODUCT 





For More Information Circle No. 275 
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MEMO 


I don’t care what they say— | 

it was love at first sight. How 
beautiful you are—your eyes, _+\A\\- 
your hair, your form divine. | 
py Surely a perfect Secretary 

} will make a perfect wife. | | 


Love, 


Robiner m 


ar, 


= 

oma aus 
—_— 

a 





We don’t guarantee 
romance—but we do 
promise that you'll be a 
better Secretary if you 
use AW.FABER ERASER STIK, 
the pencil-shaped, 
white - polished beauty 
that lets you erase with- 
out a trace. Removes a 
single letter without 
blurring rest of the 
word. Pick up a few at 
your Stationer today. 


ce) 
~ 
oO 
™ 
¢ 
Vv} 
3 


Which point 
do you prefer? 


MEDIUM or AVERAGE 
THIN or BLUNT 


GRASERSTIK 


With brush 20¢ 
Without brush 10¢ 
7099 and 7099B gray all- 
utility ERASERSTIK for pencil, 

ink or typewriting. 

7066 and 7066B for those 
who prefer a soft, red type- 
writer eraser. 


OR ORIGINALS 
AND CARBON 





gives you 
your 
choice 











CRASERSTIK « 








AW. FABER RAs 





| 





= 


A. 





For More Information Circle No. 378 
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our employees is dependent upon the fluc- 
tuation of business volume and we have 
made no serious changes in the last year 
or so. There would be no significant change 
in this category. The most significant 
change that we made in recent years was 
the acquisition of a Burroughs Sensimatic 
on which we prepare our receivables, pay- 
ables and our payroll records. This ma- 
chine is the most recent large and profit- 
able expenditure that we have made and 
it has been a worthwhile investment. 
RICHARD I. MIRANDA, Treasurer, 
Plastics Div., Reiss Associates, Inc., Lowell, 
Mass. 


Buying Conservatively 


We have not installed any electronic 
equipment in our office. We do rent tabu- 
lating equipment. We wish to have only 
the most modern machines of each type 
and it is therefore better for us to rent. 

We are handling more paperwork than 
a few years ago, but it is requiring more 
employees. We are generally following 
a very conservative policy for 1958 and 
will probably purchase somewhat less than 
the usual amount of office equipment, all 
other things being equal. We are, how- 
ever, studying ways of eliminating expense 
and might make additional investments if 
required for office cost reduction.—J. D. 
DAVENPORT, Treasurer, Ceco Steel 
Products Corp., Chicago. 


Replacing Equipment 


We have no electronic equipment in 
use at present. Our plant consists of 650 
workers and we rent IBM equipment com- 
prising a tabulator, sorter, calculator, in- 
terpreter, gang punch, verifier and two No. 
024 punch machines. These machines 
handle our payroll, stores inventory and 
cost accounting applications. With this 
equipment we are able to handle twice 
the amount of work in those activities 
with approximately the same number of 
employees that we did in 1953. 

We intend to put additional cost appli- 
cations on punched card equipment this 
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It just SNAPS apart 


LETTEREX sets are available in all 
colors. A set is a high quality onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


LETTEREX 


1114 HALF STREET, S.W., WASH. 24, D.C. 
For More Information Siveks No. 403 


A NEW SCHWAB SAFE FOR 
SMALL BUSINESS AND HOME USE 








This inexpensive, streamlined Model 1215-C Safe is 
available in the latest colors. It carries the Schwab 
Certified Label for one-hour fire protection. Inside 
dimensions: 12'' wide, 15'' high, 12'' deep. Approx. 
shipping weight 200 Ibs. See + at the NOFA. Con- 

vention in Philadelphia, Booth 253, or write for 
literature. 


SCHWAB SAFE COMPANY, Lafayette, Indi 





| | 
| | 
| $ } Machine Loading 
| Visual —— 
| | 
| meLuDINc | GRhRERt, MAGNETS 
MAGNETIC SHOW 





CHOICE OF AMERICA’S TOP 
CORPORATIONS FOR KEY CONTROL 


Put system into key handling with Telkee. Well- 
conceived systems cre o must with top corporations 
today, and their first choice is Telkee 


WHAT IS TELKEE 
Telkee is a sensible, easy-to-use system for keeping 
track of 100’s or 1000's of keys. Because of three-way 
indexing, absolute control of every key and duplicate 
is guoranteed. Telkee saves time and money becouse 


it is the ouvtomatic key control system 
GET FULL FACTS NOW 
Study the story of Telkee and see how it will solve 


your key problems. Obtain full facts today without 
obligation. 
For free booklet, write to Dept. 0-38 
The MOORE KEY CONTROL® Systems 
P. O. MOORE, INC. 


Y OF SUNROC CORPORATION. GLEN RIDDLE, PA 


For More Information Circle No. 404 


VISUAL 


MAGNETIC 
CONTROL 





FASTEST—& EASIEST—OF ! 
Simplest Control! for PRICES & 
Sales e "ieceetes — 
Charts e Person 
Maintenance e Scheduling 


| Priced From | 


ELEMENTS | ie yanteu 
GET THE JOB DONE REQUEST 


Methods Research Corp. 


442 Mosel Avenue, Staten Island 4, N. Y. 





For More Information Circle No. 406 
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“My Spinnit Paper 
Drill Paid for Itself 
in 4 months,” 

says small printer. 


POWER BENCH DRILL 


Sound, simple machine tool design. Clean 
holes thru 1” of stock. Chip disposal. 
Sharpening chuck. Table, 12” x 18”, fully 
adjustable gauges. Slitting and slotting 
attachment also. 


{/ LASSCO 
CORNER 


ROUNDER 
Model 20 


$9 4-00 | 


—including one cutting unit. 
Four shear-action “plug-in” units 
available: 4%”, %4”, %”, V2”. 
Cuts %2” of stock. Heavy-duty 
Floor Model also available. 


For complete details write: 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 377 
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year and will double the amount of such 
equipment that we have. Due to our par- 
ticular circumstances, namely, that our 
current office equipment has been in use 
for Over six years, we will be securing 
replacement machines during 1958 with 
the result that our purchases of office 
equipment will be approximately 25% 
higher than in the past year.—P. R. HAR- 
RIS, Plant Controller, Kaiser Aluminum 
& Chemical Corp., Halethorpe, Md. 


Bookkeeping Machines 


We have not installed, in our operation, 
any electronic equipment at this time. It 
is not our policy to rent office machines, 
except on a temporary basis. We are han- 
dling more paperwork today with more 
employees than a few years ago. However, 
the proportion of paperwork has increased 
by a larger margin than the number of 
employees handling the volume of work. 

Our investment in office products this 
year will be in furniture and machines; 
principally, bookkeeping and electric type- 
writers. It is our plan to continue our 
usual level of office equipment purchases. 
Our concern is one that has experienced 
rapid growth and we anticipate a con- 
tinuation of such growth during 1958. 
D. E. CAYWOOD, Smith-Glynn-Callaway 
Clinic, Springfield, Mo. 


The Major Problem 


The most important office problem of 
today is the human beings with whom we 
work. As the volume of office work has 
grown, and as more and more of this 
work has been transferred to machines 
for recording and tabulation; office work- 
ers have become more specialized in the 
nature of their tasks, resulting in a nar- 
rowing of their perspective of the opera- 
tion as a whole. It is increasingly difficult, 
therefore, for office employees to feel any 
personal identification with the overall 
accomplishment of the working group. 
The problem of managers and supervisors 
is to prevent office staff members from 
thinking that they are regarded by others 
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aS mere impersonal robots. 

The problem is, in reality, twofold. 
Office managers and supervisors must, on 
one hand, develop methods and find new 
adaptations for high speed data process- 
ing and, at the same time, they must de- 
velop ways to make their office staff feel 
more responsible in the part they play in 
the changing operation. In recent years, 
there has been so much emphasis on the 
accomplishments of the electronic “brains” 
and auxiliary equipment. Because office 
workers play only a relatively small part 
in the entire process, and the machine 
happens to occupy the final stage of that 
process which sometimes produces fan- 
tastic results, workers suffer by compari- 
son with the machine. Managers must 
understand, believe, and repeatedly con- 
vey to their staff, that machines can only 
follow mechanical patterns set by humans 
and are, in reality, mechanical assistants 
which make their work easier. 

It is the same old problem which existed 
before machines were invented. Workers 
are concerned about what their supervis- 
ors think of them. If our actions and 
words do not answer in a positive way 
this great unasked and often unaskable 
question, workers will draw their own 
conclusions from our lack of actions and 
words, and organizational and _ personal 
goals suffer proportionately. The most 
complicated machine ever invented is 
only an inactive, worthless mass until some 
human throws a switch.or pushes a key. 
A challenge for supervisors is to help their 
colleagues feel they are making a worth- 
while contribution to their own and others’ 
welfare while they are throwing that 
switch in the correct way and at the cor- 
rect time-—LEONARD COLE, Chief 
Accountant, University of Washington, 
Seattle. 


More Equipment; More Work 


We have not installed any purely elec- 
tronic equipment but made a first step 
last year with a new IBM 402. We used a 
service bureau before, so we feel it is 
doing the job. We rent office machines 
such as small equipment for overload pur- 
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Step-lock lad- 
der locks into 
place — holds 
truck steady! 


A Safe Attractive Truck 
for Faster Office Operation 


The ROL-AWAY 


$-4-1 “STOCK PICKER’’ 
With Safety STEP LOCK 


An ideal truck for office storage and 
maintenance work. Compact, welded 
aluminum design with three shelves 
and three-step safety ladder that “‘stays 
put” in locked down position. Com- 
pact, welded aluminum construction— 
rolls easily. Pays for itself in unlimited 
labor saving operations. 


This is only one of over 70 
different Material Handling 
Trucks for every purpose. 
Send for literature. 


“ROL-AWAY 


») 








TRUCK Mfg. Co. Inc. 


6143 S.E. Foster Road . Portland 6, Oregon 


For More Information Circle No. 376 
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poses, and tabulating equipment. We feel 
we can secure improved equipment more 
readily without the capital outlay. 

There is more paperwork with more 
employees. The fact that we have certain 
equipment creates a demand for more 
information not easily obtainable before. 
We are not certain when we shall reach 
the break-even point. We plan to convert 
our payroll and accounts payable to a 
mechanical process and use a bookkeep- 
ing machine. Our business will require 


more equipment, as time goes on, but 
such equipment will be of a conventional 
type with the possibility of electronics in 
the future—WILLIAM R. MATLOCK, 
Controller, Group Health Cooperative of 
Puget Sound, Seattle. 


Workers More Valuable 


We have not installed any electronic 
equipment. We do not rent office machines 
because we find it to be more economical 





““Paper Punches Every Office Needs!” 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $4.00 list. 


MODEL 3..Punches 3 holes 
\%" dia., spaced 44%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11” x 814" sheets. 





PAPER PUNCH 


Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 


WESTERN REP.— HARRY HENKEL ASSOC, 


Improved 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for 

viduals, home, office and industry. Light pres- 

sure of thumb punches clean 4” hole instantly 

in paper, light cardboard, etc. Ideal for punching 
tickets, tags, restaurant checks. 
12 in counter display carton. 60 
cent list 


MODEL 100x... Punches 4" 
\4" from binding edge. 
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1355 MARKET ST., SAN FRANCISCO 





For More Information Circle No. 374 





—> — STATIONERS .. . PRINTERS. . 


PROFIT 
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Forms, Too! 
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Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y. — Branch Plants: Denison, Texas; Danville, Ky. 
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to purchase machines. 

We are handling more paperwork with 
the same number of employees that we 
had a few years ago due to the increased 
efficiency of our employees. We expect 
our most profitable investment in office 
products in the year 1958 to. be improved 
forms. We expect to maintain our usual 
level of office equipment purchasing this 
year. In our opinion, the office worker 
becomes more valuable each working day 
as the demand for more and better records 
than ever before is increasing from all 
quarters:—N. D. BOX, Office Manager, 
Southome Furniture Industries, Waxa- 
hachie, Texas. 


Not Ready for Electronics 


We have not installed any electronic 
equipment. We do not rent office ma- 
chines, except postage meter machines. 
We have expanded our business from three 
to four stores and are handling more 
paperwork accordingly. We have not 
added employees, however, in direct pro- 
portion to the increase in paperwork vol- 
ume. 

My general opinion is that many com- 
panies are not “conditioned” for elec- 
tronic equipment and systems. We are 
interested and try to keep informed of 
developments in the general field—O. F. 
CHENOWETH, Assistant Operative Man- 
ager, Ed. Schuster & Co., Milwaukee. 


Large Offset Duplicator 


Last year we installed an electric billing 
machine and an automatic typewriter. 
Both were secured after very careful con- 
sideration of all competitive equipment 
and both of them have more than lived 
up to the promises made for them by the 
manufacturer. The billing machine was 
purchased on a lease-option arrangement. 
Otherwise, we do not rent office equip- 
ment although we rent considerable plant 
equipment. To my knowledge, no one in 
this area rents office machines. 

Our business has grown quite rapidly 
the last few years and we have much more 


THe Orrice—March, 1958 








_ Files'are quickly found: 


7.) 


Dept. O-3, 1220 Van Buren St. 
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Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Write for Circular 
and Prices 








> Fits ALL standard telephones 

> 3-Point suspension* for per- 
fect balance on shoulder 

> NO complicated adjustments 

D> Lighter weight, less bulk 

> Positions itself automatically 

> Vinyl foam cushion, won't stain 

P Durable Tenite II plastic 

> Made in 8 COLORS, plus black 


EVERY PHONE 


NEEDS Kest-A-Phane.... 


SEE YOUR STATIONER or write: 


REST-A-PHONE COMPANY 
P. O. Box 10554 Dallas 7, Texas 


At your office or home 
INSIST on Rest-A-Phone! 
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paperwork, but I am sure we have more 
office employees per dollar volume, per 
paper handled, per order processed or 
whatever measurement would be used, 
than we had three years ago. One of the 
major reasons is that, as you grow, you 
need more records, and there are more 
details which a smaller company does not 
have to worry about. 

We intend to investigate the possibility 
of an electric bookkeeping machine and a 
large offset duplicating machine. I believe 
that our purchases of office equipment this 
year will be larger than it was in 1957. 
We believe the best type of office equip- 
ment salesman is the one who wants to 
serve the particular office he is trying to 
sell equipment, and recommends how the 
equipment can be adapted to that office, 
rather than talk generalities about how it 
is used in some other office—-NORMAN 
COHN, Santa Claus Associates, Waterloo, 
Iowa. 


ntinued n fT 


The Vertical Approach 


ntinnued from page 


day-to-day decisions based on the infor- 
mation currently at hand. And it is 
awakening to the bare fact that much 
desirable information is not available. 
Further, management is realizing that it 
is much simpler to set down the logic of 
problems in the field of physical sciences 
than it is to set down the assumed logic 
of a business executive when he is 
making a decision based on incomplete 
data. 

Problems involved in developing new 
concepts are much more difficult than 
merely the selection of the hardware. 
From the experiences of those pioneer- 
ing in administrative systems improve- 
ment, it is apparent that a horizontal ap- 
proach (the selection of one major pay- 
off area in a company’s total operations) 
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is a poor approach to desired improve- 
ment from the long-range point of view. 
Data processing equipment and _ tech- 
niques now available, and in the plan- 
ning and experimental phases, allow 
management to approach administrative 
systems problems with an extremely 
broad view. In fact, the cost of installa- 
tion and operation makes it mandatory 
that we consider improved administra- 
tive systems from a wholly integrated 
I call this 
the vertical approach to 
improved systems. 


and coordinated viewpoint. 


broad view 
Existing organization structures in 
most companies, in areas involved in 
data processing activities, have for the 
most part been based primarily on the 
division of responsibility and authority 
in terms of limited machine of manual 
methods. The resulting involved struc- 


ture has not contributed to effective 


PHOTO 


3 models 
From $5.50 
to $55.00 


otek 


rrr Ci 


Trt tststststststeststtesteteetetsteeetseeeaestaeaess setae tT 


MATERIALS 


communication facilities between the 
various organizational units in the data 
processing chain. Existing routine data 
processing activities are relatively slow, 
resulting in many duplications of effort. 
Management has exercised control by 
a series of manual checks and balances 
which have stability 
but, at the same time, have fostered and 


afforded overall 
encouraged duplication and overlapping 
of effort. This is the natural outgrowth 
of the old systems techniques and the 
lack of a good communications network. 
Improved devices and techniques, and 
the ability to realistically establish the 
data processing relationships between 
various functions, negate the necessity of 
adhering to the cld concept of organi- 
zation and function based largely on 
human effort, and call for their integra- 
tion and coordination. 

In examining data processing techni- 


= we ee ee ee ee eee ee ee ee eee ee ee es 


Safest Design © World's Most Complete Line 


remter CUTTING BOARDS 


A MUST FOR 


EVERY OFFICE AND PLANT 
FEATURING 


¢ Precision Ground Steel Blades 

e Adjustable Guide 

¢ Accurate Scoring for square 
alignment 

© Non-Drop safety knife 

¢ Complete size range 


Wood or metal base, with additional features 


to suit your individual needs. 


2100 W. Fulton St. 
Chicago 12, 


Illinois 


For More Information Circle No. 205 
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WHEN QUALITY COUNTS 


Mend it, mount it, bind it, attach it quicker 
more efficiently! Use permanent, water- 
proof, transparent UHU in your office. 


Order through your supplier or write to: 
UHU Products Corp., 
820 Greenwich St., New York 14, N. Y. 


For More Information Circle No. 444 





King-size, Masonite unit with change 
able, slide-in, monthly cards. for 
shop and office. Write jobs, orders, 
deadlines, etc. in big 4° sq. date 
‘= & Spaces with black or colored mark 
er pencils. Cards are plastic-faced 
and wipe off clean for re-use as 
needed. Change ‘automatically 
to right monthly cards for 25 

years. Start anytime 


“Sked-UCal” * Write tor details 


L. D. BLEHART CO., 10A FISKE PL., MT. VERNON, N. Y¥ 
For More Information Circle No. 225 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 


Mounted on Swivel Brake 
Casters which allow the tad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned tegs rest on 
the floor and prevent rolling. 
Made in {3 heights — 4 

Send for Circular 

56-0 and prices. 

1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, I. 

For More Information Circle No. 370 


T YPEX The Miracle 


type-cleaner 
No liquids, no gum to “‘re-knead.”’ An 


interchangeable wheel filled with an 
adhesive substance lifts the dirt from 
the typewriter’s type. Just rolled over 
the type-faces, works fast, keeps type 
sparkling clean, leaves typist’s hands 
immaculate. Write for free folder at 
once. 


MICHAEL FRUMKIN 
ot 35 Ave., Jackson Heights, 
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ques from the standpoint of manage- 
ment, three major activities repeatedly 
appear: data _ pro- 


data origination, 


cessing, and data usage. The last, data 
usage, must be attacked first. We have 
emerged from the period when much of 
a company’s data served an historical or 


policing function rather than a decision- 
making function. Now we recognize 
that much information can be made 
available to assist management in future 
planning. Forecasted operating results 
under a variety of different assumptions 
and circumstances can be projected so 
that management can study the con- 
sequences of possible alternative courses 
of action. 

The vertical approach to administra- 
tive systems development is a major 
shift in direction; a break with past prac- 
tices and traditional thinking. We can- 
not graft new techniques to previous 
systems concepts. If we do, we will 
glean only a fraction of the advantages 
we seek. Persons engaged in systems 
analysis must have the ability not only 
to devise the means of best use of equip- 








“Pve found it!” 
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ment and techniques for management, 
but they must have the ability to sell 
their product and overcome the irritant 
of adjustment to something new. This 
is a big order, but remember that man- 
agement will probably not move for 
further application of scientific princi- 
ples unless you motivate them and point 
the way for improvement. If you fail in 
this attempt, then your company will 
continue to “jack-up” old systems tem- 
porarily. I say temporarily because in 
the future there just won’t be enough 
personnel to operate under existing or 
semi-improved administrative systems. 

To accomplish these things, where in 
the management structure should the 
group charged with the responsibilities 
for the planning and integration of 
improved administrative systems be 
located? Many feel that the _ ideal 
organizational location would be to have 
this group staffed to the chief executive 
officer of the company. While this 
“ideal” organizational relationship is 
most desirable, we must look at the 
practical side and realize that the chief 
administrative officer would not have 
time to devote to the function, and con- 
sequently could not lend the necessary 
day-to-day active support that is axio- 
matic to its success. 

Today, many successful systems or- 
ganizations are reporting to executives in 
the finance area, usually to the controller 
who is able to gain the necessary support 
of the other echelons of top manage- 
ment, as required. 

I believe that those charged with 
planning and integrating approved ad- 
ministrative systems should operate in 
a staff capacity. 
organization in 


To have a systems 
other than a. staff 
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celled checks, ledger sheets, time 


cards, W2’s, pay vouchers and 
obsolete papers—in your own office! 
The new “SILVER EXECUTIVE AU- 
TOMATIC” Paper Shredder is the 
only automatic feed machine ... 
shreds papers into unreadable 4” 
strips, in just a few seconds! The 
machine is an attractive, typewriter- 
size, portable desk model, with full 
Ya HP motor. Completely safe, and 
easy to operate. Many other sizes 
available, too. 
Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL SHREDDER 


AND CUTTER COMPANY 
103 MILL ST. * SALEM, OHIO 
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FILES 


When you learn how 

simple and easy it is 

to FILE and FIND Stencils and Offset Negatives 
or Masters — using the MIM-E-O Spring Clip 
method — you'll never again make work for 
yourself the old, “never-sure’’ way! 

In MIM-E-O Files stencils and masters ‘‘hang™ 
vertically on individual steel hangers — free 
from pressure, oxidation, scratching or other 
harmful handling abuse — indexed for instant 
finding — which means fost and profitable 
re-runs. 

LOW-COST, sturdy MIM-E-O Verfical Files pro- 
tect your costly investment in originals—photos, 
artwork, ruled forms, typing. ALL costly pre- 
paratory work is SAVED. 

SEVEN (7) models available to SAVE and PRO- 
TECT your Stencils and Offset Masters. Capaci- 


ties from 100 to 1400. 
PROMPT SHIPMENT FROM STOCK 


EASY-FIND INDEX 


MIM-E-O STENCIL FILES CO. 
2027 W. North Ave. . Chicago 47, iil. 


500 Distributors . . . coast to coast to help you 
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capacity (advisory and _ consulting) 
would keep line management from ful- 
filling its basic responsibilities, both for 
its own development and for that of its 
subordinates. It would ultimately lead 
to a point where the mere following of a 
system and its procedures would be 
than 
company policies and striving to attain 
The systems staff 


more important carrying out 
company objectives. 
is the major factor in supplying the 
guidance and the necessary information 
and allows line management to devote 
more time to operating problems. 

To devise a planned administrative 
systems improvement program, we can- 
not merely study, appraise and con- 
vert our existing systems and procedures. 
We are faced with a research problem of 
considerable magnitude and it can only 
be solved by an analysis of the require- 
ments knowledge of 
We must 

How 


information 


based upon a 


systems parameters. solve 
this logical 
best take the 


our day-to-day operations, and process 


problem: can we 


basic from 


and distribute it to maximize our 


profits The 
answer requires a well planned program, 


and minimize our costs? 
carried out by creative people aquainted 
with research methods. 

The most difficult part of any com- 
plicated problem, is a clear formulation 
and establishment of a _ systematic 
The administra- 
being primarily 


concerned with the processing and flow 


manner of proceeding. 
tive systems problem, 


of information, has three basic parts: 

1. Formulation of the Problem. 
Determine what inputs and what out- 
puts are required. 

2. Logical Design. Set up the in- 
describe the 


ternal relationships and 
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COAT and HAT RACKS 


Styled to harmonize with fine _ | 
e 


pointments, these smart wardro 
units are quality built of closed-end 
aluminum tubes rigidly held in cast 
aluminum brackets. Permanently 
beautiful in “‘clear’’ or “gold” an- 
odized finishes. Mount at any height, 
on any wall — singly, end-to-end or 
in tiers, to give any desired capacity. 
Brackets adjustable to exact centers. 
Come in lengths by the even foot 
up to and including 8 feet. 


Write for Bulletin DL-10 
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rail 
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detailed information flow so that given 
inputs will produce required outputs. 

3. Detailed Systems Design. This is 
concerned with the techniques and the 
tools of the system—how the operations 
required in the logical design will be 
accomplished. : 

We must attack these in their order, 
although at possible to 
accomplish some of the logical design 
and the design in 
parallel. 

Unfortunately, the formulation of the 


times it is 


detailed systems 


problem means different things to dif- 
ferent people. will mean 
the accounting function, or the pro- 
duction control function. To others it 
will mean incorporating personnel sta- 
tistics as a by-product of payroll, etc. 


To some it 


In an organization divided into areas of 
management responsibility—sales, dis- 
tribution, manufacturing, accounting 
and finance, industrial relations, etc.— 
the execution of these functions is 
divided. The one requirement to tie 
these areas into an effective whole is 
the proper flow of information between 
them. Binding the entire organization 
into an integrated whole, 
through proper flow of information, per- 


mits the information pipe lines to serve, 
PROBLEMS 


3 PHON SOLVED 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 


effective, 
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not only as a means of improving day- 
to-day operations, but 
operations as well. 


for projected 

It is not necessary that each person 
working on the formulation of the pro- 
blem or the logical design have a de- 
tailed knowledge of the existing systems, 
accounting, manufacturing control, etc. 
Che real requirement is an ability to use 
research techniques, and an objective 


attitude which will not be necessarily 
influenced by existing systems and pro- 
cedures. 

The real objectives of our adminis- 
trative systems efforts is to (1) improve 
the intelligence available to manage- 
ment, (2) 

From a talk at the International Sys- 


and increase productivity. 
tems Meeting of the Systems & Pro- 
cedures Assn. of America. 
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Annual Microfilm Convention 


The annual meeting and convention of 
the National Microfilm Assn. will be held 
at the Hotel Monteleone, New Orleans, 
April 21-23. The meeting will feature 
papers and demonstrations of newest 
developments in the field, supplemented by 
a comprehensive exhibit of equipment and 
supplies. Ample time will be provided for 
discussions and group meetings of those 
interested in particular topics and tech- 
niques. Additional information from Na- 
tional Microfilm Assn., Box 386, Annap- 
olis, Md. 


Office Workshop Seminars 

American Management Assn. will hold 
five Office Management Workshop Semi- 
nars in New York this month. Each will 
deal with a specific area: procedure 
manuals, records retention, space plan- 
ning, electronic data processing, and auto- 
mobile fleet management. Additional sub- 
jects will be covered in April at New York; 
in April and May at San Francisco, and in 
June at Chicago. For literature, write 
American Management Assn., 1515 Broad- 
way, New York 36. 


Office Automation Clinics 

A series of clinics to help executives 
plan for office automation have been 
scheduled by National Office Management 
Assn. St. Louis is the site of the first one, 
March 10-11. Others are scheduled for 
Baltimore, March 24-25; Atlanta, April 
7-8: Toronto, April 21-22. Additional 
clinics are being planned. They will be 
conducted by representatives of Standard 
Register Co., International Business Ma- 
chines Corp., Electrodata Div. of Bur- 
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and Remington Rand Div. of 
Rand Corp. Data from NOMA, 
Old York Road, Willow Grove, Pa. 


roughs, 
Sperry 
1931 


Office Holidays in N. Y. 


A survey of members of the Office 
Executives Assn. of New York shows that 
the following days are normally observed 
as full, paid holidays by the percentage 
of firms indicated: 


New Year's Day 
Lincoln's Birthday 
Washington's Birthday 
Good Friday 

Memorial Day 
Independence Day 
Labor Day 

Columbus Day 

Election Day (Presidential) 
Election Day (Off Years) 
Veteran's Day 
Thanksgiving Day 

Day after Thanksgiving 
Christmas Day 

Day after Christmas 

Rosh Hashana 

Yom Kippur 


98.8%, 
43.0% 
89.8%, 
26.0% 
98.8%, 
100.0% 
100.0% 
50.5% 
62.9% 
53.5% 
31.3% 
100.0% 
5.2% 
100.0% 
3.0% 
1.5% 
1.5% 


Respondents who normally observed 
Feb. 22 as a full, paid holiday, in many 
cases observed Feb. 12 this year instead. 
Some said employees would receive an 
extra day’s pay for losing Feb. 22 this 
year, or be allowed off the day after 
Thanksgiving or the day after Christmas. 


Payroll Administration 


Standard Oil Co. of California has 
published a book, People and Paychecks, 
which reviews the pay plans evolved by 
Standard as a result of some 35 years’ 
experience in pay administration. It pre- 
sents a frank discussion of the company’s 
pay policies and how they _ operate. 
Intended for use in their family of com- 
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SO ADVANCED 
WWW! it Leads them ALL 





g 


PRECISION 
TYPEWRITERS 


OLYMPIA ... the typewriter that stands apart in any com- 
pany. Here is quality, durability and perfection all combined 
in one. Beautifully designed, its unusual reaction to typing 
and operation reflects the finest in typewriter construction. 
This is your typewriter ... the typewriter that is ahead of 
all. To use it is a real experience. See your authorized 
OLYMPIA DEALER today. 


PLUS FEATURES: Instantly interchangeable carriages ¢ Automatic paper 
injector for quick and accurate letter and envelope insertion ¢« Auto- 
matic tabulator clearance ¢ Correcting space bar permitting neat 
corrections or insertions of omitted letters 


Writes BEST of all... 
Because it’s built BEST of all. 


OLYMPIA DIVISION inter-conTiINENTAL TRADING CORPORATION 
90 WEST STREET © NEW YORK 6.-.N. Y. 


For More Information Circle No. 383 
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tecolo’ 


ORIGINATORS OF THE SPIRIT PROCESS 


PORTABLE SPIRIT DUPLICATOR 


As dependable and personal as your portable typewriter— 
and just as easy to carry—the Piccolo combines the best fea- 
tures of larger, more expensive spirit duplicators at a price 
even small businesses can afford. Check these advantages: 
@ Unusually brilliant copies @ Uses any spirit carbon or fluid 
® Rugged construction ®@ Copy size to 9” x 13” 
® Nothing to get out of order ® One turn of handle per copy 

® Upto 5 colors at one time 


Write us for dealer nearest you. f i Ba gene aa | 
DEALERS: Available in almost | ® welkmade, ett $7 BO o 
every city in the U.S.on | pond Pgs waooe. 
a non-exclusive basis. _ tionally jow price plus federal excise tax 
os. Optional addressing device § 











SSSERESSESBERE835° 933 be er 
peseeete 2] 19 

Beil | COPY- CRAFT inc. 

na! Dept. F-10, 105 Chambers St., New York 7, N. Y. © BArclay 7-4150 


CARBON PAPER AND RIBBONS + DUPLICATING. PHOTOCOPYING ANDO SYSTEMS MACHINES AND surrPuce 


For More Information Circle No. 401 
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panies, it will be distributed to all super- 
visory personnel and specialists. 
Standard expects interest in_ the 
publication industry and organiza- 
tions concerned with pay administration, 
and from students and educators in busi- 
ness administration. Prepared under super- 
vision of L. L. Purkey, recently retired 
manager of their department on organi- 
zation, the book includes details of job 
descriptions, methods of job evaluation, 
design of pay structures and administra- 
tion of pay plans. Chapters are devoted to 
the determination of pay for 
ion salesmen, ships’ 
technicians, and for 
countries. Further 
Standard Oil Co. of 
St., San Francisco 20. 


wage 
also 
from 


service sta- 


personnel, scientists, 
services in foreign 
information from 
California, 225 Bush 


Records Seminar in Chicago 
The 9th 
Seminar 
Inc., 
Chicago, 
clude file 
personnel, 
new 


Annual Records Management 
sponsored by Record Controls, 
will be held at the Palmer House, 
March 10-14. Subjects will in- 
room systems and procedures, 
retention of old and 
equipment. Group discussions will 
each lecture, enabling enrollee’s 
individual record problems to be analyzed. 
\ binder containing much of the subject 
matter of the seminar will be supplied to 
lighten note-taking. Field trips will be 
arranged in groups or individually as 
desired.Further information from Record 
Controls, Inc., 209 S. La Salle St., 
Chicago 4 


records 


follow 


New Manpower Offices 

Twenty new offices have been opened 
by Manpower, Inc.. in recent months, 
bringing the total to 138, Elmer L. Winter, 
president, announced in Milwaukee. Four 
foreign offices in Santurce, P. R.:; Brussels 
and Liege, Belgium, and Copenhagen, 
Denmark, were added. In keeping with 
the firm’s overseas expansion program, Mr. 
Winter announced that Richard Kraut- 
hoefer would assume supervision of the 
overseas operations, in addition to his pres- 
ent position as franchise manager. The 16 
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new domestic offices include Bakersfield 
and Fresno, Calif.; Bridgeport, Conn.; 
Corpus Christi, Texas; Elyria and Youngs- 
town, Ohio; Erie, Pa.; Jackson, Miss.; 
Lynn, Mass.: Memphis and Nashville, 
lenn.; Morristown, N. J.; Sioux City, Ia.; 
Sioux Falls, S. Dak.; Tampa, Fla.; Van 
couver, Wash. 


S. Calif. Suggestion Meeting 

Ihe Suggestion Plans Assn. will hold its 
6th annual conference at the Hollywood 
Roosevelt Hotel, Hollywood, Calif., April 
14. Information from W. L. Patterson, 
Kwikset Locks, 516 E. Santa Ana St., 
Anaheim, Calif. 


Government Accountants’ Meeting 


William A. Newman Jr., president of the 
Federal Government Accountants Assn., 
announced that their 8th Annual National 
Symposium will be held at the Shoreham 
Hotel, Washington, D.C., Nov. 17-18. The 
theme will be “Management and Electronic 
Data Processing.” Sessions will be open 
to the public and, for the first time, there 
will be an equipment exhibit. Data from 
Martin (¢ Powers, executive secretary, 
1523 L St. N.W., Washington 5, D.C. 


Demand for Credit Cards 


The expense 
accounts has.boomed credit cards, accord- 
ing to American Hotel Assn. Applications 
for Universal Travelcards, good for any- 
thing chargeable on a hotel bill in 4,500 
AHA member hotels, are running 40% 
higher than last year. American Hotel 
Credit Corp., Greenwich, Conn., operates 
the service. 


income tax crackdown on 


Chicago Scholarship Winners 


B. T. Bradshaw of Crane Co. and Don- 
ald E. Crawford of Bell Savings & Loan 
Assn. won the Office Management Assn. 
of Chicago’s $100 Industrial Scholarships. 
Barbara J. Newkirk was selected as the 
winner of one of two $325 Scholarships 
for public and parochial high school stu- 
dents. 








Prepares Payrolls 
in 43 Usual Time! 


“write once” 


Payroll System 


Now! — 21 different Multi-Rite 
“write once" systems .. . for 
Payrolls . . . for Accounts Re- 
ceivables or Payables . . . and 
many other business applica- 
tions. 








For complete details, send for your 
free copy of latest 44-page Multi-Rite 
catalog. It's a virtual handbook of 
ideas on various ‘write once’ systems 

. including section on strip account- 
ing. 








Write Today ... ask for Catalog “A” 


THE C. E. SHEPPARD CO. 


ESTABLISHED 1900 


44-03 2Ist St., Long Island City 1, N. Y 





» 


For More Information Circle No. 362 
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In Other Countries 


ntinued from page &1) 


to meet overtime requirements by hir- 
ing additional workers. When overtime 
is worked. Italian law prescribes it be | 
paid for at the increased rates stipulated 
in collective agreements and that em- 
ployers pay 15% of the overtime pay 
due into the unemployment relief fund. 

Most countries legislating on hours 
have separate provisions for nightwork. 
For example, Guatemala has a normal 
8-hour day, 48-hour week for day work; 
a 6-hour day 36-hour week for nights. 
When part of work is done in the day 
and night, they prescribe a 7-hour day, 
42-hour week. Ecuador requires night- 
work be paid for at time-and-a-quarter. 
Honduras prohibits work between 6 
p.m. and 6 a.m. for girls under 16 and 
limits nightwork to six hours daily and 
36 hours weekly for women over 16. 

Collective agreements cover hours 
of work of white-collar workers in 
many countries, to a much larger ex- 
tent than in the U. S. where the great 
majority of office workers are not union- 
ized. 

Western Germany, requires that re- 
muneration and other conditions of 
employment be fixed by “collective 
agreements freely negotiated between 
bargaining parties,’ or by law only 
when such organizations do not exist. 
A Belgian law specifies certain matters 
which must be included in employment 
contracts, and requires that “matters 
not covered by any joint industrial 
agreement rendered binding by Royal 
Order shall be governed by collective 
agreements, joint industrial committee 
agreements, or by custom, in the ab- 
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sence of any express stipulation py the 
parties.” Hours pay 
the by 


and are among 


matters collective 
agreements, etc. Frequently, collective 
agreements the for 
supervisors to work somewhat longer 
than the workers they supervise. 


governed 


recognize need 


In some countries, there is a national 
statutory minimum wage for nonmanual 
workers. In Ceylon, for example, a wage 
board with con- 
sent of employer 
and employee, 
determines the 
minimum 
particular 
of- 


workers. 


salary 
for 
categories of 
fice 
Similarly, in 
Uruguay, wage 
councils fix mini- 
mum 


wages and 


in other countries. It was only after 


industrial workers’ trade union move- 
ments became widespread, or as a result 
of national industrial policies brought 
about by World War II, that industrial 
workers began to receive paid vacations 
or vacations of more than one or, at 
most, two weeks. Today, legislative 
exist in other 


countries, make little or no distinction 


provisions, where they 





working 
Salar- 
ies are frequently 
determined 


regulate 
conditions. 


through collective 
bargaining, 
ticularly in 
tern and northern 
Europe 


par- 


wes- 


where 
salaried and pro- 
fessional workers 
are highly organ- 
ized. 
For many 
years, salaried 
and professional 
employees en- 
joyed longer paid 
vacations than 
did 


hourly paid 


workers, here and 
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to a desk! 


small investment—BIG RETURN 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 


4 DECORATIVE COLORS 


green-blue-sandtone-gray 
less time wasted 
better efficiency 


less than 1%c a day for one 
with long life ahead 


year 


Send for free comprehensive report on sharp- 
eners, Booklet N 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 
For More Information Circle No. 446 


BOSTON 


PENCIL SHARPENERS 





GOT HIGH-PRICED HELP 
e LOOKING FOR RECORDS e 


A LOW -COST 
e STORAG 


“CONVOY” f 
FILESe 


All your semi-active or inactive records 
are instantly available. What a time and 
money-saver today! 


Rigidized permanent Drawer and Shell 
construction eliminates shelving and costly 
searching (the biggest item). 


All this at half the cost of steel because 
“CONVOYS” are heavy duty 
corrugated board processed to 
remarkable strength. 


Sizes: letter, legal, check, 


deposit slip, tab card 
10 others. 
4 
fs 


There’s a dealer 
near you — or write 


CONVOY, Inc. 


STATION B, BOX 216-H 
CANTON 6, OHIO 


For More Information Circle No. 447 


PLATENS PARTS 
SUPPLIES 
for TYPEWRITERS and 
other office machines 
Now in New and Larger Quarters 


TYPEWRITER EQUIPMENT CO., INC. 
25 Park Place, New York 7, WN. Y. 


For More Information Circle No. 448 




















210 


in the length of vacations for wage and 
salary earners. 

Unlike the U. S., 
have legislation regulating paid vacation 
and that applies to all 
workers, salaried and wage earners both 
in government private 
although salaried employees frequently 


many countries 


sick leave 


and business, 
receive longer vacations. Among Latin 


American countries having _ statutes 
regulating paid vacations and sick leave 
Honduras, Uruguay, Peru, Haiti, 
Ecuador, El Salvador Bolivia. 
Bolivian legislation applies to all wage 
and salary earners, in private and gov- 
ernment employment. Legislation in El 


Salvador provides for longer vacations 


are 
and 


for commercial and office employees in 


private business (15 days after one 


year), and shorter vacations for indus- 
(10 other 
(6 days). 


trial days) and workers 
Ceylon provides that employees in 
offices may take from four to 14 days 


of vacation with pay after one year of 











“Don't ever ask me again to tell a sales- 
man everyone’s gone for the day.” 
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YOU SAVE 2/3 ON COLLATING COSTS 


Prove It In Your Own Business At Our Expense 





Built of sturdy, light aluminum, Evans Gathering Rack (18 
sections holding 500 sheets each) fractures collating time, 
improves morale. Folds compactly, rubber mounted. Com- 
plete with exclusive Speedy Jogger to neatly increase speed. 
$35.00. Send no money for free postpaid 10-day trial. 


“Evans aids to efficient office operation” 


EVANS SPECIALTY COMPANY, Inc. 


P. O. Box 8128-0 sii dont Virginia 


For More Information Circle No. 449 


° 


Lathem Time Recorder 
Company 


76 Third Street, N. W. 
Atlanta 8, Georgia 


Time is important to me. 
Please send at no obliga- 
tion information and prices 
on the new Time Stamp. 


TIME STAMP 


Lathem Time Stamps record year, month, date, AM and PM, 
hour, minute—even second, if desired. Upper and lower die 
plates can be installed to print a complete record of WHO — 
WHEN—WHAT—WHERE. Lathem Time Stamps provide time 
control of paper work—prevent delays—fix responsibility. 

¢ Pin Point Position Indicator prevents overprinting 

*« Exclusive Dual Registration stamps automatically or manually 

« Six-sided Word Roll replaces upper die plate if desired 

* Many additional optional features available 


LATHEM TIME RECORDER COMPANY 


ee, For More Information Circle No. 450 
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Address 


Cy. 





i WELT 
4-COLOR 


PENCIL 
with AUTOMATIC 


frger-tip action! 
4 PENCILS IN T 
For reports, charts, plans, graphs, 
or wherever color is needed. 
In durable, non-tarnish silver- 
finish Eloxal. 
Mechanical perfection 
guaranteed 
Ideal for engineers, drafts- 
men, auditors, teachers and 
students. 
* BLUE 


| * RED 
to” GREEN * BLACK 
FIVE DAY MONEY BACK GUARANTEE 


At your stationers or write to 
BENARD SALES CO. INC. 
ee 16 E. 17th St. New York 3, N.Y. 


‘For More Information Circle No. 451 











YOU PAY FOR IT WHETHER 
YOU BUY IT OR NOT! 














Save costly, time-consuming "farming-out."' The 
small investment in a PIONEER PAPER DRILL is 
soon repaid and then goes on making money 
for you instead of someone else. Anyone can 
operate. A production machine with such quick 
set-up that short runs are a special delight. The 
best value of all time. Accessories for cornering, 
slotting and slitting. Write for literature today 


rionwteéeéR 


1130 NEBRASKA «+ TOLEDO 7, OHIO 








For More Information Circle No. 452 


242 


17 PAYS TO KNOW... 


how much your 


machines AC7UALLY 


are producing 





CON-TROL-EAR CM-X 

TIME TELLER measures 

just the actual pro- 

ductive time of any 

office machine... 

typewriter and small 

calculator to large 

computer. Non-pro- 

ductive time 

automatically erased. % 

Compact, precision 

built. No electrician required to connect... 
Con-Trol-Ear Pick Up simply tapes onto 
machine to be measured. Remote location 
possible. $100.00. Write for full information. 


the MOSES ELECTRONICS co. 


330 LOCUST STREET, P.O. BOX 58 
HARTFORD 1, CONNECTICUT 


For More Information Circle No. 453 





THE NEW IMPROVED 


COPY-RIGHT Copyholder 


for over 30 years the 
“most wanted” copyholder 
..now manufactured by 
Curtis-Young Corporation. 


EXCLUSIVE FEATURES 


@ 2-Lever Action... feather 
touch spacer moves copy 
up line or more at a time. 
velvet brake lowers copy. 


Turned-Page Clamp, holds back 
finished pages. 


Patented Knee-Action Gripper, holds any 
weight copy securely 


Fastens Firmly to any Typewriter, quickly 
and easily 


Copy-rightis 
available in 6 
sizes to take 
widths up to 36 
inches 


ows felt] Sahea dell) ciate) ite) Fy Bale), | 
SOVD-HT 


Copy plate tilts 
instantly to any 
angle for per- 
fect readability 


Copyholders « Duplicating Supplies + Carbons + Ribbon 
110 W 18 Street New York 1) NY + Cable (URTYOUNG 


For More Information Circle No. 454 
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employment, depending on length of 
employment; after two years they are 
eligible for 14 days of which seven must 
be taken consecutively. The Ceylon 
statute also provides an additional seven 
days, after two years, for personal 
(nonvacation) leave. The Leave and 
Holidays Act of 1951 of Burma, which 
exempts, among others, all those earn- 
ing more than 400 rupees per month 
and hence probably a large proportion 
of technical, supervisory other 
salaried and professional employees, 
provides for ten days vacation with pay 


and 


for workers over age 15. In Egypt, a 
Statute on contracts of employment, 
which applies equally to manual and 
salaried employees of both sexes, speci- 
fies 14 days’ paid leave after one year 
of service and 21 days with pay after 


IF OFFICE GIRLS 


HAD EIGHT ARMS 


They'd Be As Fast 
and Versatile 


AS THE NEW 


completing ten years of service. 

Several European countries having 
legislation providing for paid vacations 
stipulate that at least part is to be taken 
during specified vacation periods. A 
3-week vacation is decreed in Norway 
and Sweden, and in Den- 
mark. The Norwegian vacation law is 
based on the vacation provisions of 
collective agreements between the Em- 
ployers’ Assn. and the Federation of 
Labor. It provides for three weeks with 
pay, at which must be 
taken consecutively within the vacation 
period. In 
vides for vacation leave of only one day 
for each month worked in the previous 
year, but fre- 
quently three 
weeks. 


is common 


least two of 


Denmark, legislation pro- 


collective 
extend the 


agreements 
vacation to 


Fast and versatile, the new Amfile® Sort-All 


lets you sort anything for Filing—Posting—Mailing 


—Distributing, etc. 


Sorts alphabetically from A-Z—by 


Month, Day or Date or any combination, Numerically by 5's or 


100's and singles. Sturdy pressboard with plastic tabs—assures long life. 


DON'T BE "OUT OF SORTS" — SORT YOUR 
PAPERS THIS EASY WAY! 


AMBERG FILE & INDEX COMPANY 


1637 DUANE BOULEVARD 


KANKAKEE, ILLINOIS 


For More Information Circle No. 455 
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Organize 





Operate | 





FORMS 








CONTROL 


PROGRAM 


RAY MARIEN, Forms & Procedures Manager, 
Olin Mathieson Chemical Corp., New York. 


A 24-page illustrated reprint from the Oct.-Nov. issues of THE OFFICE. 


EVERY COMPANY, large or small, needs 
a forms control program. Often it is 
not an easy matter to fit such a program 
into the organization. Various methods 
are available. 

Here, a forms expert shows how you 


50c per copy 


OFFICE PUBLICATIONS CO., 232 Madison Ave., New York 16, N. Y. 


sess... Copies of the reprint, “HOW TO ORGANIZE, ‘SELL’, 
OPERATE AND MAINTAIN A FORMS CONTROL PROGRAM". [7] / enclose remit- 


Please send me 


tance. 


[] Send invoice. 
Name 

Company 

Street 

City .. 


can fit the program into your own organ- 
ization. He gives the entire procedure 
for installing a successful forms control 
program. Even if you now have a forms 
control program, you will find this book- 
let both informative and interesting. 


35c a copy in lots of 12 or more 


‘ 
ete ne ee ee ee 
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ETHE ONLY BOOK 


‘itd ITS KIND! 


MANUAL ., 
OF 
OFFICE 
REPRODUCTION 


Load te): ienile) Bid tele +>) 3) ‘ee 
SYSTEMS DUPLICATING 
IMPRINTING METHODS 


Price $3.25 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., New York 16, N. Y. 


Please send me 


Nome 
Company 
Street .. 


City 
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copies of the MANUAL OF OFFICE REPRODUCTION 


at $3.25 a copy. [_] | enclose remittance. [_] Send invoice. 


Describes all office reproduction and 
duplicating processes. Time-saving charts 
show at a glance which process to use 
for best results in any situation. Tells how 
to make the most economical use of 
whatever duplicating machines an office 
may now have—how to combine the ad- 
vantages of one process with those of 
another to save time and money. Also 


tells when not to use certain methods. 


Includes: 

CARBON PAPER, 

SUBSTITUTES FOR CARBON PAPER 
GELATIN HECTOGRAPH DUPLICATING 
FLUID DUPLICATING, 

STENCIL DUPLICATING 

RELIEF DUPLICATING AND PRINTING 
OFFSET DUPLICATING, 
PHOTOGRAPHY (CAMERA), 
CONTACT PHOTOCOPY, 


CONTACT PRINTING 
(TRANSLUCENT MASTER), 


FACSIMILE MASTER PREPARATION, 
AUTOMATIC TYPEWRITERS, 
AUTOMATIC DATA PROCESSING 
COMMUNICATION TRANSMISSION 
FACSIMILE TRANSMISSION 

PUNCHED CARD DATA TRANSMISSION 
IMPRESSION STAMPS, 

ADDRESSING METHODS 

TABULATING MACHINES 

SIGNATURE MACHINES 

OTHER IMPRINTING MACHINES 
BINDING AND FINISHING EQUIPMENT 


Over 200 pages of helpful information, 
and illustrations (including 100 pages of 
advertising by duplicator manufacturers, 
with Buyer's Guide index). 


Zone..... State 





BFI Officers 


William C. Lam- 
prechter, vice presi- 
dent and _— general 
manager of Stephen 
Greene Co., Phila- 
delphia, was elected 
president of the 
Business Forms In- 
stitute. T. S. Dun- 
canson, president, 
Moore’ Business 
Forms, Inc., 1s Ist 
president. Thomas A. Taylor, vice 
president, Schwabacher-Frey Co., was re- 
elected 2nd vice president. H. M. Meloney, 
Greenwich, Conn., is executive director. 
Sales of forms last year are expected to 
total as least $308 million, according to 
BFI. 


Wm. C. Lamprechter 


vice 


Kleinschmidt General Manager 

Election of David 
S. McNally as vice 
president and general 
manager of Klein- 
schmidt Labora- 
tories, Inc., subsidi- 
ary of Smith-Corona 
Inc., was announced 
by Emerson E. 
Mead, presi- 
dent, operations, of 
Smith-Corona. Mr. 
McNally comes to Smith-Corona from 
Studebacker-Packard where he was general 
manager of the parts and accessories 
division since 1954. He was previously 
with Packard Motor Car Co. in a similar 
capacity from 1946 to 1954. 


vice 


David S. McNally 


246 


Recordak Sales Manager 
Van B. Phillips 

has moved up from 

assistant to general 
manager of 
Recordak Corp., ac- 
cording to an an- 
neuncement by John 
K. Boeing, _ presi- 
dent of the micro- 
filming subsidiary of 
Eastman Kodak Co. 
Mr. Phillips joined 
Recorak as a salesman in the Oklahoma 
City office in 1936. He was 19 and the 
youngest salesman ever hired by the com- 
pany. After service in the Navy during 
the war, he worked his way up through 
the Dallas, Denver, San Francisco and 
Chicago offices as salesman, manager of 
branches and _ regional 


sales 


Van B. Phillips 


successive sales 


divisions. 


Tufts Honors Vanderhoof 


Albert W. Vander- 
hoof, president and 
chairman of the 
board of Standard 
Duplicating Ma- 
chines Corp., Ever- 
ett, Mass., was ac- 
corded more honors 
by his alma mater 
when the trustees of 
rufts University 
elected him a trustee 
for life. Seven years ago, Dr. Leonard Car- 
michael, then president of Tufts and now 
head of the Smithsonian Institution, con- 
ferred upon Mr. Vanderhoof the honorary 


A. W. Vanderhoof 
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lustrous wood-grain 
"EXECUTIVE" PLASTIC OFFICE CHAIR MAT 


by me ag matches your modern furniture 


sists alcohol, ciga- X - P . 
rette burns, etc. Here is the most beautiful chair mat ever designed—the 


Interstate “Executive.” Available in Driftwood Gray, Walnut, 
Desert Tan, or Mist Green wood grains in gleaming plastic 
laminated to extra-thick Presdwood. The striking “Executive” 
is long wearing—an independent laboratory test proved that 
more than two million scuffs and abrasions did little more 
extra thick than remove gloss from the tough plastic surface. Low in 


He: lamination of cost too. 
wood-grain plastic 
over 5/16” Presd- rae SEND COUPON TODAY —<——-—=— 
wood. Won't slip— 

won't creep. 





interstate Metal Products Co.,Inc; Dep't K 
INTERSTATE {Office Equipment Division) 
666 Lake Shore Drive, Chicago 11, Ill. 


Please send me FREE literature and more Information about Executive 
plastic chair mats. 





FREE 


| 

| 

| 

literature & | 
office equip- {| NAME 

| 

! 

| 

| 





ment catalog nT 





Chairs glide smoothly 
over the mar-resistant 
surface. Not slippery. 
Chip resistant. 


COMPANY 





ADDRESS 
i (city) (zone) 


; For More Information Circle No. 456 
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Whatever line are you ready to fill the 
of conventional NEW NEEDS 


duplicating Rl Of today’s customers? 
products 





To meet more fully all of today’s requirements Allied 
you now handle research has developed a whole new concept in spe- 
cialized products. 


Take, for instance, one example: 
The Patented Fiagship Line of 
Metallic Back Carbon Papers 


What makes Flagship 
different? Its gleaming. 
metallic back provides 
longer wear through its Pcl " 
patented reinforced tissue FLAGSHIP 
in every weight and Bn 
among the finish. Its special formu- 
world’s finest las produce sharp, clean, 
duplicating products: feed-roll streakless copies 
that permit smudgeless 
erasures. These extra 
benefits, easy to demon- 
strate and easy to sell, 
appeal equally to stenog- 
rapher and buyer. Scan thanih ad MaaiR ena ena CBT 
Let the Allied man* show aca 
Tabulating ribbons you Flagship, and other 
Eiidressosraph rieboae items in our complete 
line of duplicating sup- 
plies, designed for today s 
needs to out-perform to- 
Artist transfer carbons day's competition — and 





Flagship patented 
metallic back 
carbon paper 


Flagship carbon 
paper ribbons 


Offset ribbons 


Diazo ribbons 


| Hotel Register carbons 


Schoo! packs you ll begin to appreciate 
the value of an Allied 
franchise—with its policy 
of sales through limited. 
Stencils authorized dealers only. 


Carbon binders 


Spirit carbons 


* P.S. Or we'll be glad to send you details by mail. Just write to Dept. B6 


ALLI E D CARBON AND RIBBON MANUFACTURING CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3425 So. Main, Los Angeles 7, Calif. 


For More Information Circle No. 397 
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Master of Arts degree in recognition of 
“your unselfish service which makes it 
possible for our independent colleges to 
do their important work in maintaining a 
free America.” Mr. Vanderhoof joined 
Standard Duplicating Machines Corp. 
after his graduation from Tufts in 1924. 
As an undergraduate he gained distinction 
not only as a student but in athletics and 
other campus activities. He holds numer- 
ous squash racquets titles and is currently 
the Massachusetts Senior Champion. 


International Sales Manager 


Appointment of F. 
M. Miller as 
manager of the In- 
ternational Division, 
Royal McBee Corp., 
was announced by 
A. F. Niendorff, 
vice president = in 
charge of interna 
tional sales and pro- 
duction. Mr. Millet 
will be responsible 
for the direction and coordination of the 
sale of both typewriters and data process- 
ing equipment. His headquarters are in 
the Royal McBee general offices in Port 
Chester, N. Y. Mr. Miller joined the 
Internaticnal Division in 1956. Prior to 
that he was district manager of 
Royal Typewriter sales office in Albany, 
™, Y: 


sales 


M. Miller 


sales 


Weber Appointments 


Appointment of 
James B. Crasswel- 
ler as vice president 
in charge of 
and advertising for 
Weber Addressing 
Machine Co., Mount 
Prospect, TIIl., was 
announced by C. E. 
Ritter, president. 
Mr. Crassweller has 
been advertising and 
sales promotion manager for the company 
for the last five Before joining 


sales 


Jas. B. Crassweller 


years. 
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Weber he was with Stoetzel & Associates 
Advertising Agency, Chicago, as a copy- 
writer and account supervisor. Previous 
to that he was assistant advertising man- 
ager at Victor Chemical Works and adver- 
tising assistant at Skil Corp., Chicago. 

Thomas C. Wagner is now advertising 
and sales promotion manager. Mr. Wagner 
joins Weber after ten years experience in 
advertising, sales and sales promotion in 
both intangible and hard goods fields with 
a heavy concentration on dealer, agency 
and distributor marketing operations. 


Vail Sales Manager 


Martin H. Myers 
named general 
manager of 
Mfg. Co., pro 
stapling 
staples 
paper 


devices, 


Was 
sales 
Vail 
ducers’ of 
machines, 
and other 
fastening 
according to E. J 
Ryan, executive vice 
president. Mr. Ryan 
pointed out that Vail 
has shown increases of from 5% to 25% 
in each of the seven months. “This 
rapid expansion of Vail sales at both the 
commercial and industrial has ne- 
cessitated the appointment of a single sales 
executive to coordinate all marketing activ- 
ities,” he Mr. Myers was formerly 
a sales executive with Dormeyer Corp 


Martin H. Myers 


last 


levels 


said 


One-Time Carbon Producers 


F. B. McFarland of Port Huron Sul- 
phite & Paper Co., was unanimously 
elected president of the One-Time Carbon 
Paper Manufacturer’s Assn. at its fourth 
annual meeting in New York. Mr. Mc- 
Farland succeeds Samuel Meyers of Ace 
Carbon Paper & Ribbon Co. who served 
as president since the organization was 
founded in 1955. Alfred Bollinger of Ault 
& Wiborg Carbon & Ribbon Div., Inter- 
chemical Corp., is vice president. Philip 
O. Deitsch is managing director. The fol- 
lowing were elected to the board of direc- 
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€-Z <ort > 


, 
» 


has the ANSWER 
to your PROBLEM 


Any employee, with 
no special training 
can make over 60,- 
000 sorts per hour 
with the E-Z Sort 
System 


CONTROLS . . . SIMPLIFIES . . . EXPEDITES 


what 


keep, you will widen your controls, 


No matter records you now 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 

Let us demon- 
strate the advan- 
tages you can 


with E-Z 


Sort records, 


gain 


tailor-made for any of your office or 
plant procedures. Write today for 


facts. 


E-Z SORT SYSTEMS, LTD. 


45 Second St... Dept. 3, San Francisco 5, Calif. 


Sole MANUFACTURERS of E-Z SORT Systems. 
Over 50 Offices to Serve You. 


For More Information Circle No. 300 


tors: Philip Hano, Technicarbon Co.; Jo- 
seph S. Israel, Franklin Ribbon & Carbon 
Co.; and Samuel Meyers. 


Deluxe Metal Vice President 

Bernard F. Gofberg was appointed vice 
president of DeLuxe Metal Furniture Co., 
a division of Royal Metal Mfg. Co., it 
announced by D. Dadourian, presi- 
dent of the parent company. Mr. Gofberg 
had been general manager of the DeLuxe 
division since 1955. Under his guidance 
DeLuxe steel shelving, 
cabinets, library shelving and 
Verti-File open shelf filing increased 
120% in less than three years. He joined 
the Royal Metal organization as an in- 
dustrial consultant in 1954. 


Was 


sales of boltless 


storage 


NSOEA Management Seminars 


Following its successful Management 
Training Seminar at the University of 
Georgia last November, the National Sta- 
tionery & Office Equipment Assn. will 
take a modified version of this program to 
each of its 14 district meetings this spring. 
Iwo half-day seminar sessions will be 
conducted by Dr. Ralph D. Cies, NSOEA’s 
research director, and Dr. William H. 
Harris Jr., associate professor of business 
administration, University of Georgia. 
William R. Diehl Jr., NSOEA vice presi- 
dent-manufacturers, and Edwin H. Mosler 
Jr., president, Mosler Safe Co., will 
address the meetings 


also 


Bates Promotes Payne 


Richard M. Payne was appointed 
assistant sales manager of Bates Mfg. Co., 
it was announced by William Dane, sales 
manager. Mr. Payne, who will operate out 
of the firm’s New York saies office, was 
formerly Bates sales representative in 
northern California, Washington and 
Oregon. 


Facit Southwest Manager 


Olaf Gross has joined Facit, Inc. as 
southwest district sales manager, it was 
j}announced by Eric A. Ohlsson, president. 
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Facit is national distributor of. Swedish- R. C. Allen European Director 
made Facit calculators, Facit typewriters 
and Odhner adding machines. Mr. Gross 
succeeded Carl Cronhagen, who was as- 
signed new management responsibilities. 
Mr. Gross will service Facit dealers in 
Texas, Arkansas, Oklahoma, Missouri 
and Louisiana, with headquarters in 
Houston. Before joining Facit he was a 
distributor for Johnson Adding Machine 


Appointment of Max von Wuthenau as 
European managing director was an- 
nounced by Ralph C. Allen, chairman of 
the board of R. C. Allen Business Ma- 
chines, Inc. Mr. von Wuthenau came here 
last fall for intensive training in all phases 
of business machine production and sales 
He began formal operation of the new 


Co. and was also associated with Reming- Wholly-owned subsidiary in Stuttgart, 
ton Rand, inc. for five years. Germany, Jan. 1. 


NOMDA News 


The 1958 edi- 
tion of Who’s Who 
in the. Office Ma- — F 
chine Industry will orce 


be sent to mem- EE I CORRE ED ES LO MN Cake SEN Gm OR Lane ctAN th 


bers this fall by 


the National Office ma Cases tired eyes 


Machine Dealers 


Assn. The associa- . . e- cuts erro rs! 


tion announced 


that - member- ‘i This automatic numbering 
ship has more than machine prints big 3” high 
doubled in the past 3 : 

few years. It now figures on filing jackets, 
has 39 local chap- ' time cards, job envelopes, 
ters including i drawings, etc. Saves eye- 
members in sight of young and old 
Alaska, Hawaii, a alike and reduces errors, 
Puerto Rico, Can- — a too! 6 or 7-wheel capacity 
ada, Mexico, and - “% .. . consecutive, duplicate, 
Cuba. This year's 5 wre : repeat action. 

annual convention 

will be held at the 

Schroeder Hotel, 

Milwaukee, June 

29-July 2. At its 

winter meeting, 

NOMDA’s _ board 

of directors picked 

the sites for two 

future conventions. 


The 1960 meeting NN 

ir ate ty eS ce & CO., Incorporate 
tel del Coronado 
near San Diego. emp 

In 1961 the con- 
vention will be at 


FRANCISC e MONTREA 


Grossinger’s, N. Y. 
For More Information Circle No. 297 
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FOR tHe OFFICE IS BUILT | 


TO SELL $O LOW! 


The Michael 
Paper Cutter 
3 Sizes 
8", 14” 
and 203” 


For all mimeograph, 


duplicating, small offset 
ie or reproduction departments; 
| ~ for stationers, advertising agencies, ‘ 
| photo finishers, banks, insurance 
companies, schools, colleges, small 
printers, letter shops, offset shops. 
Order from your dealer or 


Michael Lith 


NCORPORATED 
145 WEST 45TH STREET 
. NEW YORK 36, N. f. 


For More Information Circle No. 104 


Universal Typewriter Ribbon Inker 


change ink pans 
operation 
Universal Model 
Two-color only 
Single color only $ 
(Prices F.0.B. Factory) 


F. SIMONYE 

Mt. Airy & Harbourton Road, 
Lambertville, NJ 
(Phone 930 R.2) 


For More Information Circle No. 105 
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Scheel’s Silver Anniversary 

Scheel International, Inc., is celebrating 
its 25th anniversary as overseas sales rep- 
leading American manu- 
firm has grown. steadily 
in 1933 by Harry J. 
president today. An 
anniversary brochure, stating its achieve- 
ments and describing some of the prod- 
ucts served in export markets, can be had 
from Scheel International, Inc., 5909 N 
Lincoln Ave., Chicago 45 


resentative for 
facturers. The 
since its founding 
Scheel who is _ its 


NOFA Assistant Director 


R. F. “Barry” McNulty was appointed 
assistant executive director of WNa- 
tional Office Furniture Assn., it was an- 
nounced by John R. Gray, executive di- 
rector. Mr. McNulty, previously 
manager of the Grand Hotel on Mackinac 
Island, will concentrate his efforts pri- 
marily on promotion. He will work on 
the new NOFA area plan and expand its 
area conference program. He will also co- 
ordinate the NOFA sales clinics and semi- 
nars and in planning the national 
convention 


sales 


assist 


Machine Sales Manual 


“Haw to Sell Machines,” a 
sales training manual for 
men, has been issued to members of the 
National Stationery & Office Equipment 
Assn. It is the 21st sales training manuai 
developed by NSOEA, and treats the sell 
ing of adding machines and portable type- 
writers. A Leader’s Guide for sales man- 
agers and trainers suggestions for 
using the manual in training meetings. For 
further information write NSOEA, 740 
Investment Bldg., Washington 5, D.C. 


64-page 


dealers’ sales- 


gives 


Cullom & Ghertner Promotions 


Several promotions were announced by 
A. S. Ghertner, president, Cullom & 
Ghertner Co. E. B. Hundley, formerly 
assistant president. was elected vice 
president in charge of sales. John Herod, 
who was production manager, is assistant 
vice president, Nashville production. 
Charles B. Edmondson, in charge of ma- 


vice 
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chine accounting, is the new secretary. 
Frank R. Giardina, formerly assistant vice 
president, was given a vice presidential 
post as the company’s treasurer. 


Big Dictaphone Order 

Dictaphone Corp. received a $12 mil- 
lion order from the Civil Aeronautics Ad- 
ministration for 452 Dictatape recording 
machines and 175 transcribers to be used 
in air traffic control towers at commercial 
airfields throughout the country. Accord- 
ing to C. K. Woodbridge, Dictaphone’s 
chairman of the board, this is the largest 
single order for commercial recording 
machines in the company’s history. 


Underwood’s Eastern District 
Appointment of Lesley McCreeth as 
district manager of Underwood Corpora- 
tion’s newly created eastern district, with 
headquarters at | Park Ave., New York, 
has been announced. Mr. McCreath is 
in charge of Underwood branch opera- 
tions at Allentown, Harrisburg, Phila- 
delphia, Pittsburgh, Baltimore, and Rich-| 
mond, Va. 


Storms Sells Carbon Machinery 
Interchemical Corp. has purchased for 
its Ault & Wiborg Carbon & Ribbon Div. 
the carbon paper and roll manufacturing 
facilities of H. M. Storms Co. The equip- 
ment is being moved to Interchemical’s| 
Cincinnati plant to continue carbon paper 
production and custom imprinting formerly 
done by Storms. H. M. Storms Co. will 
continue its production of inked ribbons. 
Interchemical is establishing a dealer 
service department under the direction of| 
H. C. Booth, former Storms sales manager. 


Stanley M. Babson Retires 


The retirement of Stanley M. Babson, 
vice president in charge of sales for Bates 
Mfg. Co. for the last 37 years, was an- 
nounced by C. S. A. Williams, president. 
Both Mr. Babson and Mr. Williams were 
largely instrumental in guiding the firm | 
from a one-product manufacturing com-| 


Tuc Crrice 
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5 WAY 


PRESENTATION EASEL 





PEP UP YOUR 

PRESENTATION ... 
. with this 

lightweight 

aluminum portable 

easel. Rigidly 

supported on four 

legs. Arlington‘s 

easel combines 


beauty and utility. easel as chalkboard 


ONLY $4250 


Send for free literature 
@ Paper Pad Presentations @ Blackboard Chalktalks 


@ Flip Chart Presentations @ Card Chart Speeches 
@ Point-of-Purchase Posters 


ARLINGTON 


ALUMINUM COMPANY 
19007 W. Davison ¢ Detroit 23, Michigan 


For More Information Circle No. 238 
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carson swar-ours? LIP-O-RITER 
Force Paragon Addresses Directly 


Model IC auto- 


matic number- from Card 


ing machine i 

developed with 

an eye to ef- Files 

ficiency and 

flexibility for 

use with car- . 
bon snap-out Writes 
forms. It fea- , Headings On 


t hard 
abe a na Cn Work Sheets 


impres- 2 4 ° 
sion bed and a <S i Accounting & 
rubber base to _ Tabulating 


contain _ noise. 


The Paragon is Forms 


ipped with 
igo ee INDISPENSABLE FOR 


3/16-inch MANY OFFICE ADDRESSING 
Gothic figure & DUPLICATING PROBLEMS. 
wheels. It num- 

bers consecutively, duplicate and repeat. Guaran- 


teed to go thru 6 to 8 carbon copies with ease. Anyone can use the ZIP-O-RITER which prevents 


copying errors. Addresses or duplicates without 


a 0 ~ C E A E S T E R % ; | nc. plates, inks or costly machines. 


- S & M DISTRIBUTING CO. 
i EL | 307° GARLAND ST., WHEAT RIDGE, COLORADO 
For More Information Circle No. 312 

For More Information Circle No. 310 





SECRETARIES ACCLAIM 
The ALL NEW 


—JPeconite 
FOLDING COPYHOLDER 








Steel Guides 


Hundreds of uses—expand or adapt your 
present system—create an entirely new 
system. In |" and 2" widths, colored or 
clear windows. Packed 25 to box with 
labels in strips for easy typing. Also 
alphabetic labels. Printed to order. 


PROJECTING SIGNALS ® a - : , 
, i > 14} we f Welcomed by secretaries as a valuable aid to 
" 4 ' a widt Ch ice of : ® 

; ere production and accuracy. Relieves eye and 

printed alpha- neck strain. Completely adjustable to desk 

cally, by states, months, num- and light conditions. Never in the way. 

. bers or to fit special needs. Folds behind typewriter when not in use. 
ee your office supply dealer or write direc? Other Hall-Welter products include: 


Error-No Copyholders, Speedrite 
CHARLES ed SMITH, INC. Checkwriters, Chexsigno Check Signers. 
"TER, NEBRASKA 
For more than 60 years, a complete line.’ HALL-WELTER COMPANY, INC. 
of time-saving signals and indexes 7 aE aes © Seer Se, &. Vv. 











For More Information Circle No. 311 For More Information Circle No. 313 
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Their smiles reflecting their company’s optimism for 1958, Victor Add- 
ing Machine Company’s regional sales managers pause during their tra- 
ditional January conference. At left is A. F. Bakewell, vice president 
and general sales manager. Left to right: T. L. Fox, Canada; E. F. 
Himebauch, Great Lakes; F. C. Allin, Central; F. 8. Himebauch, South- 
ern; K. Vasen, Western; and M. W. Turner, Eastern Region. The por- 
trait at right is of Carl Buehler, Victor's first president. 


pany to one that manufactures more than Safe and File Sales Manager 


a dozen different office items. Mr. Babson . ore 
plans a six-week safari in Africa, ac- Appointment of R. W. VanderHoff as 


companied by his wife. Although he is national sales manager of the Safe & File 
retiring from active responsibility, he will] | Division was announced by H. A. Greene, 
continue as a director of the company and vice chairman of the board and national 
will be available in an advisory capacity. sales director of R. C. Allen Business 


ee 





Experienced buyers of business machines 
recognize the importance of obtaining 
quiet, dependable operation. This ac- 
It pays to be counts for the increasing preference for 
office appliances driven by special appli- 


MOTOR CONSCIOUS cation Lamb Electric motors... known 


for long-life and trouble-free performance. 


when buying THE LAMB ELECTRIC COMPANY 
KENT, OHIO 


a 
business A Division of American Machine and Metals, Inc. 


In Canada: Lamb Electric — Division of 


machines Sangamo Company Ltd. — Leaside, Ontario 


mb Electric 


SPECIAL APPLICATION 
FRACTIONAL HORSEPOWER MOTORS 








For More Information Circle No. 314 
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eat... 


Frankel Mfg. Co. has added 15,000 sq. ft. to its 40,000- “sq. ft. Denver plant which is equipped 
with completely automatic machinery invented and designed by Frankel specialists and built in 
its own machine shops. The 52-year-old firm was one of the first to make pure silk ribbons in 
1914. In 1923 it introduced protein stencils and, in 1928, printed the scale on the stencil top. 
Frankel Film Top stencils appeared in 1930, and its Plio-Weld Film Top stencil in 1950. The 
new Frankel Klean-Write Stencil is 100° static-free. 


Machines, Inc. Mr. VanderHoff comes to Victor H. Davidson 

R. C. Allen with ten years experience in 

sales of safes and files. He was western Victor H. Davidson, a director and 
Michigan district manager for a safe and chairman of the executive committee of 
file company, and more recently a manu- Smith-Corona, Inc., died Feb. 13 after 
facturers’ representative of various office a short illness. He had retired as execu- 
machine companies. tive vice president on Dec. 31. Mr. Da- 


FASTENERS 


b fo) URN" - oo haan! rons Papen al 


when you use ? [2 
Tt 
LOOSE LEAF ale) 
p 4 For g efficiency use PRESTO products . . . precision engi- 
R E STO &¢ d of top quality materials. See your local stationer or 
ACCESSORIES __write us for name of your nearest dealer, and FREE SAMPLES. 
CHARLES LEONARD, Inc. Manufacturers of Stationery Specialties 
79-11 Cooper Avenue, Glendale 27, N. Y. 


For More Information Circle No. 290 


DEALERS: Liberal Discounts — Delivery you can depend 
on All forms carry YOUR imprint. No inventory, equipment, 
shipping or warehouse costs. Write TODAY to New 
Dealer, Dept. 1, 1600 E. 26th St, Little Rock, Arkansas 


ONE-TIME Carbon Forms< _ 


Increase Efficiency, Reduce Costs 
Sold through our Dealers only... 


lt eee BUSINESS FORMS ==4 
=== rfmeceoewertomatTtTEs. 


1600 €. 26TH STREET eo LITTLE ROCK, ARKANSAS 


oe ALUMINUM SCREW POSTS TEAF . 
i) aes EXTENSIONS { BINDER SECTIONS 
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vidson joined the firm in 1910, was a di- 
rector since 1942 and served as _ chair- 
man of the board from 1952 to 1956. He 
was an outstanding figure in the industry 
and a man who really accomplished a 
great deal. 


1958 ANNUAL OFFICE 
MANAGEMENT FORUM 


ued from page 226) 


Clerical Staff Will Grow 


We do not have any electronic equip- 
ment in our office at this time. We use 
National Cash Register accounting ma- 
chines throughout our system. We employ 
actually the same number of people in 
our business office that we had in 1953-54 
when our enrollment was approximately 
35% less than present. Until we reach a 
considerably larger volume, we do not in- 
tend to install electronic equipment. It 
will, however, obviously be necessary to 
increase our clerical staff to some extent 
during the next few years.--WILLIAM J. 
CURRAN, Business Manager, State Uni- 
versity of South Dakota, Vermillion. 


Inventory Control System 


We have not installed any electronic 
equipment to date, nor do we plan such 
an installation in the immediate future. 
Actually the only office machines we rent 
are such machines as the postage meter, 
which is handled on a lease arrangement 
as well as any IBM equipment which we 
have once in a 
while. 

Our paperwork is about the same as it 
was a year ago and it is being handled by 
the same number of employees. The office 
products which we might investigate in 
1958 are such things as filing equipment, 
the use of microfilming equipment, and in- 
ventory control systems. We do not anti- 
cipate purchasing a larger amount of 
equipment than we have in past years. We 
do plan to replace some of the older 


found occasion to use 
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CASH REGISTER 


Pe 


=> 


WORLD 
WIDE 
SERVICE E 


SS P E> 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 


HIGHEST 
QUALITY 
PRODUCTS 


For More Information Circle No. 291 





For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on 
SZ "Futuristic" 


5-Star Platen 


i for 
ei S335 Best Results 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 





Contact your Local Typewriter Dealer 





For More Information Circle No. 292 


MANUFACTURERS OF DURALUMINUM 


HOLDERS wrote 





MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, “MAINE 


_For More Information Circle No. 293 





DIES ano ih 





PMANUSCRIPT } 
MS ROS Eerie COVERS ¢ 


YOUR LETTERWEAD TO THIS AD... <a 
AVL FOR FREE PROOF : 


DEWBERRY eye CO. 
807. SO. 20th ST., BIRMINGHAM 5, ALABAMA 
For More Information Circle No. 294 














NOW YOU CAN MAKE 


There are no costly delays check- 
ing proofs, waiting for deliveries of 
rubber stamps or printing plates 
when you own an EVA-PRESS 
Anyone can easily operate it by 
following the simple step-by-step 
instructions 

PERFECT impressions for every type of 
office printing . . . forms, postcards, busi- 
ness reply envelopes, address stickers, etc 
MAKES up to 4” x 6” rubber plates and 
stamps cleanly, quickly, economically 
PLUGS INTO 110 volts ordinary AC light 
socket also available for DC current 
TAKES UP less than two square feet on 
floor, table, or bench area 


UNCONDITIONALLY GUARANTEED! 
Complete Presses From $200.00 


Please send details of 60 DAY 


FREE TRIAL OFFER 


your 


Name 








ot State — 


—— = ee a oe ee ee ee ee ee ee ee ee ee ee ee oe oe 


For More 


i 
a 
i 
Address ! 
t 
I 
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equipment which has been fully depreci- 
ated, for which there are machines avail- 
able doing better jobs than the machines 
we own presently—O. W. REUSSER, 
Controller, Dunbar Furniture Corp. of In- 
diana, Berne. 


Likes Photocopier 


I have installed an Eastman Kodak 
Verifax machine and am very well pleased 
with its operation. We do not rent any 
office machines in this division. 

We are handling more paperwork with 
more employees than a few years ago but 
that is due to the increase in our operation. 
More telephones, more customers, more 
work from this office. I expect te replace 
two adding machines, one typewriter and 
one coin counting machine this year and 
add one new typewriter. Our level of of- 
fice equipment purchasing is primarily de- 
termined by depreciation and the same 
level will be maintained. —C. H. TEN- 
NENT, Manager, General Telephone Co. 
of Pennsylvania, Somerset 


Medium Size Computer 


We have been mechanizing our account- 
ing activities with conventional punched 
card processing the past four years. At this 
time we are considering medium scale 
computers of the IBM 650 type to further 
our mechanization program. In doing this, 
we are affecting normal purchases of office 
equipment. Our records are now about 
90% on conventional punched card equip- 
ment. Savings are approximately as antici- 
pated. 

We do not rent office machines. We 
do rent electronic equipment in connec- 
tion with punched card operation. Pur- 
chase of this equipment is under con- 
sideration, but it is unlikely that it will 
be feasible. We are handling more paper- 
work with fewer employees, primarily due 
to mechanization. We expect larger elec- 
tronic equipment will effect some savings 
in the office. However, the pay-off on this 
equipment may be in areas other than 
accounting. Purchases will be somewhat 
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+MT4 
CONFIDENTIAL MAP FILE 


Easiest way to file and find maps, 
blueprints, tracings. Quality metal 
cabinet file with locking doors. 
112 tilting tubes handle 60” prints. 
Tubes indexed for quick location. 
Shipped from stock. 


Patent No. 1610368. Other Patents Pending. 








SCOTT-RICE CO., 610 S. Main, Tulsa 3, Okla 


For More Information Circle No. 316 


WANTED ... 
DEALERS FOR OUR 


MULTI-COPY FORMS 


Expanded facilities 
and added equip- 
ment allow the 
addition of new 
dealers. Fast, de- 
pendable delivery. 
All forms carry 
dealer’s name. Also 
ONE TIME shipped under 


CARBONS dealer’s label. 


WE SERVE AS YOUR FACTORY 


AND WAREHOUSE. LIBERAL: 


PROFITS TO DEALER. 


ROGERSNAP 


BUSINESS FORMS 


P. O. BOX 10425, DALLAS 7, TEXAS 
For More Information Circle No. 337 
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For Building. Business with: 


e BINDERS 
¢ FOLDERS 
e PRESENTATIONS 


JUST PUBLISHED — 116 poge catalog 
YOURS FREE 


for every business need 
Write Today 
ELBE FILE & BINDER CO., INC. 


FALL RIVER MASSACHUSETTS 
411-FOURTH AVE 


TURERS OF. LOOSELEAF PRODUC 


Dept. O-4 


For More Information Circle No. 371 


Ne 
' 1S 
ONE OF AMERICA'S LARGEST MANUFA 


NOW ror au Mualtiliths | 
Visi-GUIDE 


MASTER FEED CONTROL 


Boosts Output, Cuts Spoilage 
Easier Feeding ALL Stocks! 


Slash masking 
~ and setup time! 
; Try 5 Base Line 
Masking Sheets 
free! For 1250, 
1300, 2066-SD, 
LD! Write now, 
mention press! 


NOW run envelopes, or small, thin, slick, or 
curling stock easily—to hairline register! VISI- 
GUIDE’s five free-rolling steel balls give 
positive, continuous control, prevent 
“‘bounce” or rebound! For Nos. 1200, 1250 
only $19.95; No. 1300 $24.50; No. 2066 (2) 
$59.00, postpaid with check. 10-day money 
back guarantee! Write today! 
Dealers: Write for full information! 


LITHO RESEARCH, INC. 
14339 36th N.E. Dept. OM Seattle 55,.Wash. 


For More Information Circle No. 317 
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OFFICE EQUIPMENT MANUFACTURERS 
& EXPORTERS TO xz 
Latin America @eddeetoi 


Annually the entire Latin 
American continent will 
absorb a very impressive 
volume of your products. 
There are 19 countries in 
Latin America where all 
the office equipment and 
stationery importers, dis- 
tributors, dealers and 
larger users receive La 
OFICINA. They keep it, 
refer to it as a guide and 
reference all year long 


Che need for all office 
products in Latin America 
is increasing steadily as 
business and industry de- 
velop. Tell these prospects 
and customers about your 
products in th 1958 La 
OFICINA. Its advertising 
rates are low its cover 
age Is complete. Your ad 
vertising in La OFICINA 
is basic to establishing 
and building a_ profitable 
Latin American trade. 


OFFICE 


PUBLICATIONS a. 
COMPANY icind 


REVISTA DE EQUIPOS PARA OFICINAS 


232 Madison Ave., New York I6, N. Y. 





Circulation—10,000 
For More Information Circle No. 333 
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less for regular office equipment. However, 
electronic equipment will be extended 
during 1958.—H. P. SANKEY, Chief Ac- 
countant, Dept. of Lighting, City of 
Seattle. 


Likes Small Computer 


We have been planning and program- 
ming for an IBM 305 Ramac for over a 
year. Our present installation has an IBM 
604 electronic calculator without which we 
could not operate our present system, 
mainly because of timing. We feel these 
electronic Machines live up to their prom- 
ises more than is expected. We rent ma- 
chines in this department because the 
machines are constantly being improved 
and, on a rental basis, it is more econom- 
ical to keep up with the latest type of 
machines. Other office machines we _ pur- 
chase outright. We are handling a larger 
volume with the same number of em- 
ployees. 

We are considering some other type of 
equipment in the communication and in- 


tegrated data processing line. We plan to 
maintain our usual level of office equip- 
ment purchasing during 1958.—CHARLES 
F. CLAYTON, Manager Electronics Data 
Processing, Factory Motor Parts, Inc., 
San Francisco. 


Replacing Old Equipment 


We do not have any electronic equip- 
ment in our business office. We do, how- 
ever, use it very substantially in our dial 
telephone exchanges. We own all of our 
office machines rather than rent them. 

We are handling more paperwork and 
have more employees than a few years 
ago. We also have doubled our size. We 
intend to buy new Addressograph equip- 
ment and replace a number of adding ma- 
chines and typewriters. Our level of office 
equipment purchases this year will be 
higher than normal due to replacing con- 
siderable old equipment.—C,. F. EICH- 
LER, Assistant Treasurer, lowa-lllinois 
Telephone Co., New London, Iowa. 





-—DRAWw 
«oF ER, F 


1 pound 
4 ounces 


OR EvERY us® 


HIGHEST QUALITY PURE 
RUBBER BANDS—CONFORM 
TO FEDERAL SPECIFICA- 
TIONS. In 1-02., Vs tb. and 
1 th. boxes and bulk. % Ib. 
box has handy dispenser flap. 


PLYMOUTH RUBBER COMPANY, INC. 


since 1896 
CANTON, MASSACHUSETTS 
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THE 


‘"KOH-I-BALL" 


. the New Double-Ended 
Ball-Point Pencil 
e writes RED e writes BLUE 








another Koh-Il-Noor exclusive . . . the 
only two-in-one ball point pencil of its 
kind on the market. 


polished brass nose-pieces 
light wooden barrel 


full-length red & blue 
ball-point inserts (easily 
replaced with available 
refills) 


Packed either 12 Koh-I-Balls on a display 
card or in a dozen box. 


KOW |-BALL_Jo1s 


Retall price 49c 
trade and quantity discounts available. 


Koh-I-Noor Pencil Co. 


Bloomsbury, New Jersey 


RITE-LINE copyvuoiper 


@ SAVES EYESTRAIN e TAKES COPY UP TO 20" 
@ PROMOTES ACCURACY «HOLDS NOTEBOOK 
e@ INCREASES PRODUCTION ¢FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 





Send for FREE Booklet describing RITE-LINE COPYHOLDER 


Reso G), lee) i tel -y-wale).| 
4209 39th St., N. W., Washington 16, D.C 
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PAYCHECK “OUTLOOK” 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 
name. This improves personnel relations. 
Send for Samples and Prices Today 
OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd., Chicago 7, Iilinois 


* More Information Circle No. 331 


Wilhelm Dreusicke 2Co kG 


MANUFACTURERS OF UNION-TYPE 
TYPEWRITER PARTS AND SPEZIAI TOOLS 
BERLIN W35 LUTZOWSTR 3 


WRITE FOR FREE COPY OF OUR ILLUSTRATED 
CATALOG 
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National Office Furniture Assn., Conven- 
tion Hall, Philadelphia, March 28-31. 

National Microfilm Assn., Monteleone 
Hotel, New Orleans, April 21-23. 

Western Joint Computer Conference, Am- 
bassador Hotel, Los Angeles, May 6-9. 

National Assn., of Educational Buyers, 
Hotel Leamington, Minneapolis, May 
7-9. 

U. S. World Trade Fair, Coliseum, New 
York, May 7-17. 

National Assn. of Credit Men, Detroit, 
May 18-22. 

New York Stationery Show, New Yorker 
Hotel, May 18-23. 

American Society of Personnel Adminis- 
tration, Benjamin Franklin Hotel, Phila- 
delphia, May 19-21. 

National Society for Business. Budgeting, 
Roosevelt Hotel, New York, May 22-23. 

Institute of Internal Auditors, Statler Hotel, 
Detroit, May 25-28. 

Controllers’ Congress, National Retail Dry 
Goods Assn., Muehlebach Hotel, Kan- 
sas City, Mo., May 25-29. 

National Office Management Assn., Con- 
rad Hilton Hotel, Chicago, May 25-29. 

Insurance Accounting & Statistical Assn., 
Sherman Hotel, Chicago, June 2-4. 

American Institute of Industrial Engineers, 
Statler Hotel, Los Angeles, June 12-13. 


National Machine Accountants  Assn., 
Chalfonte-Haddon Hall, Atlantic City, 
June 18-20. 

National Assn. of Accountants, Conrad 
Hilton Hotel, Chicago, June 22-28. 

National Office Machine Dealers Assn., 
Schroeder Hotel, Milwaukee, June 29- 
July 2. 

American Bankers Assn., Chicago, Sept. 
21-24. 

Life Office Management Assn., Chalfonte- 
Haddon Hall, Atlantic City, Sept. 22-24. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 27-Oct. 1. 

National Institute of Governmental Pur- 
chasing, Statler Hotel, Boston, Oct. 5-8. 

American Institute of Certified Public 
Accountants, Statler & Cadillac Hotels, 
Detroit, Oct. 11-16. 

Systems & Procedures Assn. of America, 
Penn-Sheraton Hotel, Pittsburgh, Oct. 
13-15. 

National Business Show, Coliseum, New 
York, Oct. 20-24. 

National Assn. of Bank Auditors & Con- 
trollers, Statler-Hilton Hotel, Dallas, 
Nov. 3-5. 

Federal Government 
Shoreham Hotel, 
Nov. 17-18. 


Assn., 
3! ee 


Accountants 
Washington, 








TELE-REST the phone 
on your shoulder 
KEEP BOTH HANDS FREE 


Tele-Rest Features: COMPLETE ADJUSTABILITY for 
right OR left shoulder use © A BAND-AND-SCREW ATTACHMENT sturdy enough to hold the 
receiver firmly in place e© A HOLDER PART DESIGNED TO FIT all popular handset receivers ¢ 
EASY INSTALLATION that needs no further attention e NATURAL RUBBER INSERTS—clean and 
2 durable ¢ COLOR OR BLACK, six colors and black e ECONOMY, years of 
service for pennies a year e EFFICIENCY, it frees BOTH hands while you phone. 


At your nearest stationers, or write H. H. Renneker Co., Inc. 
P. O. Box 9235, San Diego 9, California 


| , 
VAG 
(PN) 
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ADVERTISERS 


Acco Products 

Accountants Supply House 

Acme Visible Records, Inc. 
Airkem, Inc. 

Allied Carbon & Ribbon Mfg. Corp 
Amberg File & Index Co. 
American Dictating Machine Co 
American Evatype Corp. 
American Lithofold Corp 
American Numbering Machine Co 
American Register Co 

Ames Supply Co. 

Ampto, Inc. 

Arlington Aluminum Co. 

Atlas Stencil Files Corp 


Badger, Inc 

Bankers Box Co., Inc 
Barkley & Co., C. L. 
Benard Sales Co. 
Bevco-Precision Mfg. Co 
Blehart Co., L. D. 
Brown Paper Co., L. L 
Brush & Co., John D 
Bud Type Cleaner Co 
Bunn Co., B. H 
Burroughs Corp 
Business Electronics, Inc 


Can-Pro Corp 

Cashere Corp. 

Catskill Craftsmen, Inc 

Cole Stee] Equipment Co 

Cole Steel Office Machines, Inc. 
Collamatic Corp. 

Colonial Carbon Co. 

Columbia Ribbon & Carbon Mfg. Co. 
Comptometer Corp. 

Control Systems, Inc 

Convoy, Inc. 

Copease Corp 

Copy-Craft, Inc. 

Cormac Photocopy Corp 

Cotterman, |. D 
Cotton Fiber Paper Manufacturers 
Cromwell Printery, Inc. -, 
Cummington Corp 

Curtiss 1000, Inc. 

Curtis-Young Corp. 


Curtis-Young Corp. (Copyholders) 


Datamatic Div., Minneapolis-Honeywell 

Requlator Co 18. 19 
Davidson Corp 7 
DeLuxe Metal Furniture Co 
Denominator Co 


6, 
Facing 170, 171 
136 
Deutsche Telephonwerke & Kabelindustrie 140 
Dewberry Engraving Co 257 


Dick Co., A. B 152, 153 
Diebold & Associates, John 97 
Diebold, Inc. (Flofilm Div.) 39 
Diebold, Inc. (Office Equipment Div.) 209 
Ditto, Inc. Inner Back Cover 


264 


Dixon Crucible Co, 
Dreusicke & Co. 
DuKane Corp 


Joseph 
K. G., Wilhelm 


Eastern Corp. 

Eastman Kodak Co. 

Elbe File & Binder Co. 
Electro-Rex Corp. of America 
Electro-Stylus 

Esleeck Mfg. Co. 

Eureka Specialty Printing Co 
Evans Specialty Co. 

Ever Ready Calendar Mfaq. Co 
E-Z Sort Systems, Ltd. 


Faber-Castell 
Facit. Inc 
Felins Tying Machine Co 
Fisher Pen Co. 

Fletcher Paper Co 

Force & Co... Wm. A 
Force Western, Inc. 
Forms Development Corp 
Frankel Mfg. Co 

Friden. Inc 

Frumkin, Michael 


Pencil Co., A. W 


Gates Acoustinet Co. 
Gavrin Press Inc., Arthur J 
Genera! Fireproofing Co 
General Photo Products Co 
German Industries Fair 
Graff Co.. George B 
Graphic Systems 

Griffin Mfg. Co 


Hall-Welter Co. 

Haloid Co. 

Hano Co., Philip 

Haskell of Pittsburgh 
H-O-N Co 

Hunt Pen Co., C. Howard 
Hunter Photo-Copyist, Inc 
Hush-A-Phone Corp 
Hygienic Dental Mfg. Co 


Impact, Inc. 

Industrial Shredder & Cutter Co 
Inter-Continental Trading Corp 
International Business Forms, Inc. 
Interstate Metal Products Co 


Jesse 


Jones Box Corp 


Kenro Graphics, Inc 71 
Koh-I-Noor Pencil Co 262 
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a 
Lagomarsino-FAl .... 
Lamb Electric Co. 

La Oficina 

Lassco Products, Inc. 
Lathem Time Recorder Co. 
Lee Products Co. 

Legge Co., Walter G. 
Leonard, Inc., Charles 
Letterex Corp. . 
Lithoplate, Inc. ‘ 
Litho Research, Inc. 
Ludwig, Inc., F. G. 


Maggie Magnetic, Inc. 

Manpower, Inc. 

Marchant Calculators, !nc. 

Meilink Steel Safe Co. 

Methods Research Corp. 

Michael Lith Co. 

Microprint, Inc. 

Miller Sewer Rod Co. 

Milwaukee Metal Furniture Co 

Milwauke2 Stamping Co. 

Mim-E-O Stencil Files Co. 

Minneapolis-Honeywell Regulator Co., 
Datamatic Division 

Minnesota Mining & Mfg. Co. 
(3M Offset Plates) 

Minnesota Mining & Mfg. Co. 
(Permanent Mending Tape) 

Minnesota Mining & Mfg. C), (Thermo-Fax) 

Modern Business Forms Mfg. Co. 

Monroe Calculating Machine Co. 

Moore Business Forms, !nc. 

Moore Inc., P. , bea 

Moses Electronics Co. 

Mosler Safe Co. 

Multistamp Co. 


National Cash Register Co 
National Litho Forms Co. 
Nekoosa-Edwards Paper Co. 

New England Paper Punch Co. 
Nippo Machine Industry Co., Ltd. 
Nord Mfg. Co 

Nu-Arc Co. 


Office Publications Co. 
Oficina, La 

Olivetti Corp. of America 
Outlook Envelope Co. 


Parsons Paper Co. 

Peerless Photo Products, 
Photorapid of America, 

Photo Materials Co. 

Photostat Corp. 

Pioneer Toledo Corp. 

Pitney-Bowes, Inc. (Mail Inserting Machines) 98, 99 
Pitney-Bowes, Inc. (Postage Meter) 37 
Pitney-Bowes, Inc. (Mailing Scales) 57 
Pitney-Bowes, Inc. (Tickometer) : 213 
Plain-Vu Co. 36 
Plastic Binding Corp. 151 
Plate-O-Lith Co. 231 
Pius Computing Machines Division 201 
Plymouth Rubber Co. 261 
Port Huron Sulphite & Paper Co. 212 
Posting Equipment Corp. 190 
Precision Mfg. Co. 119 


Facing 106, 


March, 
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Print-O-Matic Co. 
Pronto File Corp. 


Rapid Roller Co 

Record Files, Inc. 

Regna Cash Registers, Inc. 
Remington Rand Division 
Renneker Co., H. H. 
Rest-A-Phone Co. 

Rex Rotary Distributing Corp. 
Rite-Line Corp. 

Roberts Rubber Co., Weldon 
Robertson Photo-Mechanix, Inc. 
Rogersnap Business Forms 
Rol-Away Truck Mfg. Co. 
Roll-O-Graphic Corp. 

Rose Ribbon & Carbon Mfg. Co 


Royal McBee Corp. Outer Back Cover 


Saunders Mfg. Co. 

Schwab Safe Co. 

Schweitzer, Inc., Peter J. 
Scott-Rice Co. 

Scriptomatic, Inc. 
Shaw-Walker Co 

Sheppard Co., C. E. 
Shredmaster Corp . 

Simonye, F. 

S & M D stributing Co. 
Smead Mfg. Co 

Smith-Corona. Inc. 

Smith, Inc., Charles C. 
Speed-O-Print Corp. 

Standard Duplicating Machines Corp 
Standard Instrument Corp. 
Staplex Co. 

Stebco 

Stempel Mfg. Co 

Stile-Craft Manufacturers, Inc. 
Stoiper Steel Products Corp. 
Swift Business Machines Corp 
Swingline, Inc 

Syntron Co 


Tab Products Co. 
Thomas Collators, 
Tiffany Stand Co. 
Traveletter Corp. 
Typewriter Equipment Co. 


UHU Products Corp. . 
Underwood Corp. 
United States Envelope Co. 


Vail Mfg. Co. 

Vanguard Business Machines Division 
Vari-Typer Corp. ; 

Venus Pen & Pencil Corp. 

Victor Adding Machine Co. 
Visi-Shelf File, Inc. ; 
Vogel-Peterson Co. 


Wassell Organization, Inc. 
Weber Addressing Machine Co. 
Woodlets, Inc. 


Zip-O-Riter Products 








As, We BERITt. 


In business today, do we have better Indians 
than Chiefs? Are the "players" on our office teams 
better than the "captains" or managers? Are the 
workers better qualified for their jobs than are 
their supervisors? 

Perhaps it is not a case of the supervisor 
being less competent, than it is of the workers 
being better able to do their jobs because of the 
manner in which tasks are now set up. Mechanization 
brings with it conformity and automatized mechani- 
zation increases this characteristic in office 
workers. They say that before a machine can do any- 
thing, a human being must instruct it, but, once 
programmed, the machine will continue to do its work 
accurately while the operator merely presses some 
buttons. It doesn't take long to know which button 
to press under a standard pattern of circumstances, 
so the worker becomes fast and efficient at the job 
and the machine pays dividends to the employer. 

The supervisor does the programming and over- 
sees the workers. He maintains a smooth, balanced 
workflow and everything is fine and dandy at the 
moment. What of the future? Will the workers, in 
their state of comformity, and management, in com- 
placent satisfaction with the present, forget that 
neither conformity nor complacency bring any kind 
of progress? "Teamwork is important in the success- 
ful operation of our complex corporations," said 
Melvin H. Baker, chairman of the board of National 
Gypsum Co., at a recent American Management Assn. 
conference, "but .. . business must have leader- 
Ship." We must develop captains as well as players. 
For this purpose, "We must maintain a climate in 
which the individual can exercise his creative tal- 
ents while contributing to the team." 
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TWA 


SAVES *75,000% 
YEARLY 


THROUGH rate pec 


DITTOR 
SYSTEMS 
KNOW-HOW 


W. F. Griffith, Director of Purchasing, 
Trans-World Airlines, Inc. 
Kansas City, Missouri 


DITTO, Inc., 6874 McCormick Road, Chicago 45, Illinois 
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those 
antiques 
out to 


pasture 


REPLACE ’EM WITH ROYAL ELECTRICS! 


No need st! 
moded typewriters 
For the new Royal Electric is the 


lvanced 


most ¢ typing instrument ever 
. Every feature was designed 


igue, and 


electric 


MeR, 





